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From the very first day— 


your IBM Electric saves work... 
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Saves time...saves money! 
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or faster, more economical typing, your boss is sure to go electrie— make sure he goes IBM! 


Youll be pleased at how much easier Your boss will be pleased at the in- 
itis! Yes. typing on the IBM is a joy creased office efficiency! Lhe IbM 
it actually takes up to 95.6. less Llectric turns out more typing in less 
finevcr-ellort than a manual! \nd no time with less efhort. Naturally this 
matter What touch vou use. every let means voure more cellent and 
ter is clear, sharp. and uniform... vour boss will be pleased at the lower 
turning out distinguished letters typing costs! And TBM is the simplest 
vou ll be proud to present to vou! clectric in design and operation the 
boss for his signature! most dependable in performance! 
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25 YEARS AGO [IBM introduced its first electric typewriter... ~ pm - TYPEWRITERS 


is year IBM continues its leadership with its one millionth electric typewriter! 





“HOW | BOOSTED MY SHORTHAND 
SPEED TO 120 WORDS A MINUTE 
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Amazing New 
Method Guarantees 
To Increase Your 
Shorthand Speed— 
Or You Pay Nothing— 
Boost Your Salary 
$10 to $20 Per Week! 
Now Being Used 
and Recommended 
by 1,500 Leading 


—by practicing with 


DICTATION DISC records!’ 





Look What These Experts 
Say About This 
Wonderful New System! 


“The key to shorthand speed is regular dictation prac- 

tice, and your records provide the student secretary 

with a rich supplement to such a program. The very 

precise and clear manner in which they are dictated 
makes easier the climb to greater shorthand speed.” 

William Cohen, World's Shorthand Champion 

(280 wpm for 5 minutes) 


“In my estimation the dictation disc system of develop- 
ing speed is the best I have ever seen. 
Thomas Cole, Chairman, Committee on Professional Education 


15 Minutes 
Dictation On Each 
45 RPM Record 


Dictation Disc 
Records Available 


School Ss ! In All Speeds! 


Here’s the quick, easy, modern way to develop shorthand speed and 
accuracy! You practice at home, in spare time by listening to amazing 
new Dictation Disc Records — available in all speeds. 


More Shorthand Speed Means More Money For You! 


Thousands have used this effective method and increased their writing 
efficiency, poise and confidence as much as 50%! Big pay raises come auto- 
matically with higher shorthand speeds. Read what the experts say about 
this practical, inexpensive way to improve your skill. Start right now to 
boost your earnings as you build your shorthand speed by putting this 
remarkable system to work for you. 


N. Y. State Shorthand Reporters 


“Your dictation records are 


made to order for the 
teaching profession. 


They ease my chores and make the 
students’ work more enjoyable. By providing graded 
dictation in 1l-minute spurts, the results have been 
phenomenal!” Paul Simone, Author of ‘‘A Stroke in Time'’ 
Instructor, Columbia University 

“We are using your records and find them invaluable in Mail the coupon now! 
teaching shorthand. The records are clear and distinct 
and the students love to take dictation from them. It 
is a pleasure to recommend your records to any school 
teaching business subjects. They will greatly increase 
the efficiency of the department.”’ E. 0. Fenton, President 
American Institute of Business, Des Moines, lowe 





© 1957, Dictation Disc Co 


ship your records postpaid. 


Send No Money! Mail The Coupon Now! 


Regardless of how fast (or slow) you now write shorthand there’s a 
Dictation Dise just for you. Check below the ones you want. Send no 
money — just the coupon. On arrival pay price indicated plus COD and 
handling charges. Or, enclose cash, check or money order now and we will 
Either way — this method MUST do every- 
thing we say it will or you may return records in 10,days for full refund. 


Lactation Lie Cp 


, 170 Broadway, New York 38, N. Y 











DICTATION ORDER COMPLETE SETS AND SAVE UP TO 18%. 
DISC 45 R.P.M. $1.75 each 
COMPANY Set No. 41—45 rpm Set No. nar rpm Set No. on rpm 
4 ds—$1.75 4 records—$1.75 ea. 4 records—$1.75 ea. 
170 Broadway, New York 38, N. Y. g Dw - rn 1 ea Q is (00 & ito “Office Style Dictotion 
- ns Ly = #23. *(untimed, with 
Dept. TS-6 Ky £5 50 0 5 £15. 120 & 130 H So: ““cieccticen 
bs} complete set a ae ae eS a rr 
Please send me the records indicated. On C) Complete Set—$5.75 J 4 oe i675 > 26. insertions , 
arrival I will pay price indicated plus COD om a6 066. CO Complete Set—$5.75 


and handling charges. I must be delighted Set No. 42—45 rpm 


Set No. 45—45 
or may return record(s) in 10 days for full 4 records—$1.75 ea. 5 comes an, 
refund O #5. 80 & 90 Brief Forms & Phrases 
O 26. 80 & 90 217. 40 & 60 
1) I enclose full payment now, please ship C) #7. 90 & 100 ae +18. 70 & 90 
records postpaid. O #8. 90 & 100 Elementary Dictation 
+ #19. 40 & 50 
2 Sets 41 & 42—$10.75 L) 220. 50 & 60 
NAME () Complete Set—$5.75 (©) Complete Set—$5.75 
OF eee ee ee eens eee eeeeeeeeeeceseeeeeeeeseee (J bod 10. 100 & 110 
= es +e oo Set No. 46—45 rpm 
SR one ae ea Set No. 43—45 rpm 2 records—$1.75 0. 
Regents Examinations 
4 records—$1.75 ea. Cc) #21. 80 (N.Y. State 
O #9. 100 & 110 [) 222. 80 Regents teste) 
ciTY..... ZONE STATE OC Complete Set—$5.75 ) Complete Set—$3.00 
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Set No. 50—45 rpm 
4 records—$1.75 ea. 
Legal Dictation 

#31. 80 & 90 

#32. 90 & 100 
233. 100 & 110 
234. 110 & 120 
Complete Set—$5.75 


Set No. 51—45 rpm 
4 records—$1.75 ea. 
Medical Dictation 

& 90 


#38. 110 & 120 
| Complete Set—$5.75 








78 R.P.M. $2.00 ea. 


Set No. 61—78 rpm 
3 records—$2.00 ec. 


& 90 
| Complete Set—$5.25 


Set No. 62—78 rpm 
3 records—$2.00 ec. 
CO #4. 90 & 100 
5 25. 100 & 110 
) #6. 100 & 110 
“) Complete Set—$5.25 


Set Ne. 71——33'/, LP 
. socnsten G6. 00 ea. 
60, 70, 80, 90 


2. 70, 80, 90. 100 
Eomplete Set—$8.75 


a 


Set No. 72—33'/, LP 
2 records—$5.00 eo. 

1) #3. 90, 100, 110, 120 

() #4. 100, 110, 126, ine 
“\ Complete Set— 

C Sets 71 & 72— 1650 


L.P. $5.00 ea. 
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IT ISN’T REALLY WORK... 
says Evelyn Keith when she talks 
about her career as a free-lance 
secretary. And we must admit it 
sounds exciting—meeting famous 





authors, being “in the know” on up- 


coming books, plays, television 
scripts. What’s more, Evelyn has no 
commuting problem—her Westport 
house is both home and office. All 
wishful thinkers, take note. 


WINNERS’ CIRCLE... 
OGA style. Names and pictures of 
a host of winning shorthand writers. 


To each, our congratulations, 


SUMMER DAYS... 


are sunny days, particularly at the 


beach. They can play havoc with your 


good looks, or they can help make you 
the prettiest girl around. How ? 


See “Beauty and the Beach.” 


COMING UP... 

travel, knowledge, and fun for a host 
of secretaries. Where and when... 
the 13th Annual Convention of the 
National Secretaries Association 
(Int'l) at Minneapolis, July 16-19... 
the 7th Annual Convention of the 
National Association of Legal Secre- 
taries at Miami, July 20-23... 

the Institute and Convention of the 
National Association of Educational 
Secretarics at the University of 
Colorado in Houlder. July 7-19. 
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ON THE COVER: the prettiest look under 
the sun—in an airy Schiffli-embroidered 
sheer by McKettrick. Trim bodice, wide, 
wide skirt. Pink, blue, maize. Sizes: 

10-18. Price: $14.95. At Lord & 

Taylor's, Veu York: Henry ee Lytton & 
Company, Chicago; Himelhoch Brothers, 
Detroit; Bullock's, Los Angeles. 





SUBSCRIPTIONS: Send subscription correspondence and change of address to 
Subscription Manager, tovay'’s secretary, 530 W. 42 Street, New York 36, 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
possible, enclose an address label from a recent issue of the magazine. Please 
allow one month for change to become effective. 


Postmaster: Please send form 3579 to Today’s Secretary, 330 W. 42 St., New 
York 36, N. Y. 
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appearance 
always 
counts 


AT THE YACHT CLUB... the costume 
you're wearing achieves the calculated 
effect, because you chose it so discern- 
ingly, so skillfully. 


IN YOUR TYPING .. . appearance 
always counts, too. Reason enough why 
sO many secretaries select Columbia 
Ribbons and Carbons. They know their 
correspondence will have that some- 
thing special look! 








*TRAOE-MARK REG. U.S. PAT. OFF. 


— 


RIBBONS AND CARBONS 


CLASSIC* SILK GAUZE* MARATHON* COMMANDER* PINNACLE* RAINBOW* DH & D* TITAN* 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC., GLEN COVE, N.Y. + COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE, CALIF. 
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OXFORD PENDAFLEX: 
Hanging Folders make 
top and bottom drawer 





filing easy j It takes a lot of digging to get at old 












4, 


Oxford 


FIRST 
NAME 
IN FILING 


r---—--—------- 


style filing folders, jumbled in the 
difficult top and bottom drawers. 

But when folders are Oxford Pendaflex, 
you won't have this trouble. 

These remarkable hanging-sliding folders 
publish their identity and offer their con- 
tents instantly in any drawer. 

You can forget follower blocks, two- 
handed opening of working space, shoving 
papers down into place. You'll be able to do 
better filing far more quickly and easily 
than ever, and you'll cut misfiling to a boss- 
pleasing minimum. For details and free 
file analysis sheet, mail the coupon today. 
Oxford Filing Supply Company, Inc. 
Garden City, New York 


OXFORD FILING SUPPLY COMPANY, INC. 
14-6 Clinton Road, Garden City, N. Y. 


lease send free “File Analysis Sheet” and 


Oxford Pendaflex Catalog. 
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Filing Figures-...Want to know how much is invested 

in your company's files? Here are the statistics, 
according to the National Office Management 
Association. It costs $00.01 to file one piece 

of paper; $7.50 to maintain one cubic foot of records 
for one year (exclusive of personnel); $196.00 to 
maintain a four-drawer file (including personnel) ; 
and $6,200 to create and file the contents of a 
four-drawer file. The average file drawer holds about 
5,500 pieces of paper. You take it from here. 


Executive Homework....American Business Magazine 
surveyed over 150 executives recently on the frequency 
of brief-bagging (taking work home). At least 

half of those questioned admitted tio brief-bagging 
at least two or three times a week, including weekends. 
Why? Leading reasons were time deadlines and less 
distraction at home. Creative work did the most 
traveling (357 per cent), with project reports and 
analyses following closely (27 percent). The wives in- 
volved disapprove almost unanimously, with 43 per cent 
actually opposed and the others split between 
toleration and fainthearted acceptance. 





Summer Driving Statistics....WeekendsS are the mos* 
dangerous times to be on the highways. In 1957, 

55 per cent (more than 40 per cent of the total) of 
all fatalities occurred on Fridays, Saturdays, and Sun- 
days, on clear days, under good highway conditions, 
and in cars in apparently good condition but excesding 
the spsced limit. 





Air-borne Dictation....American Airlines announces the 
addition of a lightweight, battery-operated voice 
recorder as a special in-flight service aboard 
several coast-to-coast nonstop Mercury flights. 
Developed by Soundscriber especially for use by 
businessmen (but available to all passengers), the 
recorder's key feature is a small plastic disc that 
records up to fifteen minutes of conversation, can 
be played on any long-playing phonograph at 33 1/3 
rpm. Soundscriber will also provide, free, its 
regular transcriber for the secretary's use. 


A CPS STUDY OUTLINE, consisting of a broad outline for 
each section of the examination, is available for 25 
cents from the Institute for Certifying Secretaries, 
222 West 11 Street, Kansas City 5, Missouri....THE 
NATIONAL SECRETARIES ASSOCIATION announces that an 
animated color film ("Journey for Miss James") high- 
lighting the advantages of a secretarial career is 
available to all NSA chapters. 
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Or are you wasting his time and 
yours trying to remember who 
called, appointments, meetings, 
and other important “things to 
do” today. 

Take the guesswork out of your 
job — have more time for things 
that count — simply by organiz- 
ing your everyday routine with 
an EVER READY desk calendar. 
It’s a good way to get ahead 
easier, faster. 

For a dependable desk mate, ask 
for EVER READY calendars by 
name. In several styles and colors 
to match other accessories. 
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carbon paper 


NU-KOTE 





At last! a typewriter carbon with built-in 


ENDURANCE INSURANCE 


NU-KOTE-—first plastic-base typewriter carbon ever—outlasts 
ordinary carbons 3 to 1! Cleanest copies ever. Yes, NU-KOTE copies 
stay clean, keep your hands clean. Comes in one weight and finish. 
Sharp, clear copies first to last. For any typewriter, for just about 
any copy job imaginable. Try it! 


FREE SAMPLE! 
For a free sample of NU-KOTE, just mail this coupon attached to 
your company letterhead. 


Burroughs Corporation, Burroughs Division TS-80 
Dealer Sales Dept., Detroit 32, Michigan 
Name 


Firm a ae! pein aaa 


Address — 
City = ee Zone State neal: 
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TYPISTS WHO RUIN their sweet disposi 
tions (and the boss’ letters) because they 
don't know how to erase properly will be 
happy to read the article “How to Erase.” 
Written by a high school teacher, Doris 
Phelan of Whittier, California, the article 
discusses kinds of erasers, basic types ol 
paper and their erasing qualities, and shields 
and their uses. For your copy of the article, 
write to The Joseph Dixon Crucible Co., 
Dept. ECP, 167 Wayne St., Jersey City 3, 
N. J. No charge. 


IS YOUR BOSS LOOKING tor a way to cut 
some of his overhead costs? Then he will 
be interested in a management technique 
outlined in a new booklet entitled “The Con 
trolled Overhead Plan.” Business firms, ac- 
cording to this plan, keep their staff, space, 
and equipment at the level that is necessary 
for routine operation. When work rises above 
that level, Manpower, Inc., (temporary help 
services, offices, and equipment) is called 
upon. In 1957, Manpower’s 140 nationwide 
offices served 48,000 firms. If you'd like to 
learn more about this plan, write to Man 
power, Inc., 820 N. Plankinton Ave., Mil- 
waukee 3, Wis. No charge. 


“LISTENING FOR COLOR”™’—-the provoc- 
ative title of a rewarding booklet. Through 
the use of authoritative text and colored 
pictures, it discusses various themes and gen- 
eral rules that underlie color choice. It gives 
the interested amateur a criteria on which 
to choose color tells what effect color has 
on himself and his fellow employees. From 
the Wood Office Furniture Institute, 1414 
Eye St.. N. W., Washington 5, D. C.; 50 
cents a copy. 


CREATIVITY, a subject once considered of 
interest only in the arts, has become im- 
portant to executives and teachers, too. 
“Creativity—A Comprehensive  Bibliogra- 
phy” has been published as a guide to this 
field. A 16-page booklet, it contains over six 
hundred references to books and articles that 
deal with such subjects as: the creative 
process, research techniques, creative team- 
work, and identifying creative individuals. 
Prepared by Deutsch and Shea, Inc.; 
published by Industrial Relations News, 230 
West 41 St... New York 36, N.Y. Price, $2.00. 


THE NEW DOME “Personal Tax Record” is 
published to help the businessman comply 
with the recent Internal Revenue Service an- 
nouncement that reimbursed and traveling 
expenses must be included as wages on in- 
dividual income tax returns and may be 
taken as deductions on Line A. It is spe- 
cifically designed to keep a week-to-week 
record of deductible expenses. Its year-end 
summary sheet automatically gives all the 
necessary information needed to file a re- 
turn. From Dome Publishing Co., 357 Canal 
St., Providence, R.1. Price, $1.00. 
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VIEWS FROM THE FRONT OFFICE ON... 


Tardiness 


A monthly column featuring top executives’ 


views on various office situations 


MARJORIE M 


TAYLOR, Director, Stenographic Training, Remington Rand Din 


CATHERINE R. READY. Assistant Director. Educational Service Department, Bristol-Myers Company 


RAY JOSEPHS, Author and Public Relations Consultant 


“TARDINESS, IN MY OPINION, is a breach 
of contract.” states Marjorie M. Taylor, 
director of stenographic training at the 
Remington Rand Division of Sperry Rand 
Corporation. “When employed. a secre- 
tary is told the hours of the organization, 
the same as she is told what her salary 
will be. So, if she is late consistently, 
there is no reason why the employer 
shouldn't pay her whatever he feels like 
week. But he doesn't 


his contract and pays the agreed-upon 


every -he keeps 
sum.” 

Indeed, tardiness is always included 
on the list of most bosses’ “pet peeves.” 
Ray Josephs, author and public-relations 
consultant, elaborates: “Being tardy starts 
the whole day off on the wrong foot 
for both the secretary and the boss—the 
boss is annoyed at being held up in 
his work, and the secretary is upset be- 
cause she knows he’s displeased with 
her.” 


Yes, ALL THE MEMBERS of the panel con- 
cluded that the boss has good reason 
to be unhappy with the habitually late 
secretary. In addition to being a breach 
of contract and losing time, tardiness 
on the part of a secretary can cause 
embarrassing situations—one of which 
Catherine Ready, assistant director of 
the educational-service department at 
Bristol-Myers, relates: 

“*T called you at nine this morning, 
and no one was around. How bosses do 
groan when they hear this and inwardly 
wonder, “Where was my secretary?” The 
hours an executive spends ‘at work’ can- 
not be computed on a nine-to-five basis. 
His hours are from whenever he begins 
to whenever he’s through with his day’s 
work. When he’s not there, the secre- 
tary should remember that the boss has 
a boss. too!” 


The secretary should indeed remember 
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that she is paid on a nine-to-five basis, 
but a typical day “at the office” for her 
boss may not mean eight hours behind 
a desk. He may be at company meet- 
ings, at the plant. or working with sup- 
pliers, agencies, and the like. 

Some tardiness. however, is excusable 
—some. “We all know that transporta- 
tion in big cities can be difficult and at 
times completely unpredictable.” agrees 
Ray Josephs. “But blaming the bus or 
subway constantly only proves that the 
offender hasn't learned to allow for 
emergencies. 

Continues Miss Ready: “Any 


who is habitually late is one who really 


person 


does not value her job and may sub- 
consciously resent having to go to work. 
Usually, a boss will discover this type 
within a month or two. The first thing 
he should do about late-arriving per- 
sonnel is to let them know that he is 
aware of their tardiness.” 

Warnings. consultations, and __ strict 
supervision are three ways the boss may 
handle the tardiness problem. All execu- 
tive members of the panel felt, however. 
that many bosses would consider constant 
tardiness sufficient reason for an em- 
ployee’s dismissal, as arriving late dis- 
rupts the office work pattern—many 
times in a manner that cannot be re- 
paired. 

Mrs. Taylor suggests another solution. 
“If the boss is in the habit of walking 
in late each morning, he would do very 
well to change his own habit and set a 


I believe he would then 





good example 
find his secretary getting in on time. 
The trend in business today is to be 
lax, but the ‘good example’ will do far 
more than all the lectures, silent treat- 
ments, and arguments. The boss, on the 
other hand, must be stern and demand 
the full day's work from everyone in 


his employ and show no favoritism.” 
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PERIODIC PAIN 


Don’t let the calendar make a 
slave of you, Betty! Just take a 
Midol tablet with a glass of water 
... that’s all. Midol brings faster 
and more complete relief from 
menstrual pain—it relieves 
cramps, eases headache and 
chases the “blues.” 


“WHAT WOMEN WANT TO KNOW" 
a 24-page book explaining menstruation 
is yours, FREE. Write Dep't $-68, Box 280, 
New York 18, N. Y. (Sent in plain wrapper). 
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ALL SERVICE) 


AW.Faper GRASERSTIK 


ERASERSTIK 





Do Bosses 
Marry Their 
Secretaries ? 


Surprisingly, many of 
them We can’t 
promise you romance, 
but if you become a 
perfect secretary 
through the consistent 
use of an A.W.FABER 
ERASERSTIK, you will 
surely come to the at- 
tention of your Boss. 

ERASERSTIK will help 
you turn out beautiful 
letters. A quick whisk 
and mistakes disappear 
as you erase without a 
trace. Removes a single 
letter without blurring 
the whole word. Use 
A.W.FABER ERASERSTIK 
and be sure of a better- 
paying job and—- who 
knows —even romance. 


do. 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


ERASERSTIK gives 
you your choice 


Point it with any 
mechanical or hand 
sharpener. 
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AW.FaBER &RASER 





AW. Faber-Castell Pencil Co. 


Newark 3, N. J. 


Ask the 
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you please tell me when to use 


0. Pill 


and when not to use a hyphen between the 


words worth while? 


A. The hyphenization of worth while is 
an excellent illustration of the fact that 
styles change in the details of English 
just as in fashion. Also, dictionaries often 
do not agree! 

For many years the generally accepted 
rule has been to hyphenate the words 
when they are used as a modifier be/ore a 
noun, but to make them two words follow- 
ing a noun: thus: “a worth-while project,” 
but “a project that is worth while.” 

This is the distinction that we prefer 
and the one that our editors make. Re- 
cently, however, there has been a ten- 
dency to write the adje live as one word 
—worthwhile. Therefore. this form cannot 
be condemned as incorrect, but the first- 
mentioned rule is still followed more fre- 
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quently. 


Please tell me how long certain office 
records such as bills. receipts issued. and 


office checks must be kept. 


A. The length of time records must be 
kept is regulated by Federal and state 
laws. Each state has a Statute of Limita- 
tions applying to various kinds of papers. 
You should check this statute before you 
destroy papers. 


Q. Recently my boss used the follou ing 
phrase: “if I may assist you in your mis- 
sionary programming.” Is it correct to use 
the word programming when you are not 
referring to radio or television? In other 
words, can programming be used as a syn- 


onym for the word scheduling? 


A. Inthe sentence you quote, program- 
ming is a verbal noun. Merriam Webster 
defines the verb program as meaning “to 


arrange or furnish a program for.” Hence 
the sentence is entirely correct. We agree 
with you, however. that scheduling would 
be the more natural—less forceed—word. 
Q. Please tell me the correct way to indi- 
cate that more than one person is to rece ive 
a carbon copy of a letter. Should ce be typed 


before the name o} eae h persons’ 


{. When more than one person is to re- 

ceive a carbon copy of a letter, it is cus- 
tomary to type cc before the first name 
only. The other names are typed below 
the first name and aligned with it. 
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Q. Should spaces and punctuation marks 


he underlined when underscoring titles of 


books or u hole expressions 7 


A. There is a definite trend toward 
underscoring each word separately. Solid 
underscores. however. are used in busi- 
ness because they may be made faster. 
Underscore as a unit whatever should be 
stressed as a unit—for individual words. 
whole titles. or whole expressions. Pune- 
tuation marks 
should not, be underscored, but punctua- 


tion marks within a continuously under- 


following underscores 
tn] 


scored selection should be underscored. 


Q. Which is the correct verb for the fol- 
lowing sentence: The contents of your letter 


is (are) most informative. 


A. The labeled 


“plural” in the dictionary. A plural verb 


word contents is 


(are in your sentence) is therefore 
needed. The singular noun (content) 


would naturally require a singular verb— 
“The content of the report is excellent.” 


Q. I work for one person and must buy 
supplies only when I run out of them. I use 
my own money first and then ask my em- 
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plover to reimburse me. Is there a better 


way to handle petty cash? 


{. Yes, there is a better wav to handle 
the petty cash situation. Have your em- 
plover give you $20, $30, $35 (depend- 
ing upon how much you usually spend) 
once a month in advance. Keep a record 
of each item or expenditure (date. 
amount, item, from whom purchased. 
etc.) and present it to your boss periodi- 
cally. 


). {s are most secretaries. 1 am asked to 
sign or initial my boss name to papers. 
Which of the following cases might con- 
stitute a forgery: 

|. Signing Mary and John Brown to his 
Christmas cards. 
2. Signing John Brown to his business 
Christmas cards. 

3. Printing Brown on the cover of a re- 
port to indicate that he has seen it. 

1. Initialing carbon copies of correspond- 
ence to show that he was the signer of the 


original. 


{. The four cases that you describe 
above. regarding the various ways in 
which you sign your boss name. do not 
constitute forgery. 





Q. When writing the word thinking in 
shorthand, should the second dot be placed 
ajter the first dot. or should it be placed be- 
low the first dot? I have seen it written both 


wavs. 


{. In writing the word thinking. the dot 
for -ing should be written underneath the 
first dot. Actually, it makes little differ- 
ence where that dot is written. 


v. Please explain the difference between 
post card and postal card. 

{. The term “postal card” refers to the 
card printed by the Government and sell- 
ing at post offices for 2 cents (at present). 


The term “post card” refers to the pri- 
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TYPE-ERASE 
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TYPE-ERASE 
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why type letters over—when 


EAGLE-A TYPE-ERASE PAPER 


makes it so easy to correct typing errors! 


Eagle-A Type-Erase paper practically puts your waste paper 
basket out of business! With this easy-to-erase paper, there’s 
no need to type letters over again because of messy erasures. 
When typing errors occur, you can make fast, clean erasures 
on Type-Erase paper with a pencil eraser. And when you 
type in your correction, your retyping will look just as 
neat as the rest of your letter. Ask your stationer for Eagle-A 
Type-Erase in bond and onion skin weights. This economical 
25% cotton fiber paper comes in letter and legal sizes, 
plain or ruled — in packets or the Eagle-A “Hinge-Top” box. 
Secretaries and teachers: for free Type-Erase test sheets and our 
Letter Placement Guide, write on your firm or school letterhead 
to Dept. S, American Writing Paper Corporation, Holyoke, Mass. 
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: LOSE 
WEIGHT 


Have Fun < 
in 
MIAMI BEACH’S | 


ONLY WATERFRONT HOTEL ~~. <<__” 
featuring a MILLION DOLLAR HEALTH SPA! 
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What every secretary should know... 





ABOUT MIAMI BEACH VACATION FACTS 
AND FIGURES. « « « The facts are —figures don't lie! 


' ’ If you're losing every round to excess pounds... if you live in 





dread of “secretary-spread” . . . Harbor Island Spa is the 
answer to your more weight-y problems. Good secretaries know 
the importance of maintaining that trim 'n slim figure. So don't 
play with fate — LOSE WEIGHT the fun-filled way — and enjoy 


the most exhilarating vacation you've ever known. 


Restore that “TRIM AGAIN — SLIM AGAIN" FEELING on our Complete American Plan 


1 ry days in 00 with FREE MASSAGES, USE OF 
4 the sun $ 
14 romantic, Only 
star-filled 


HEALTH SPA, FOOD and FUN 
nights per person, dbl. occ. 


.. INCLUDES EVERYTHING 
— BUT EVERYTHING! 


FREE A WORLD OF VACATION PLEASURES! 

Poolside frolics in our natural well olympic pool 
e colorful cabana colony and spacious play area « boating 
e water-skiing ¢ golf e nightly dancing ¢ entertainment 
and shows e exciting trips to Miami Beach's gala night 
clubs — and much, much more. 


FREE A WORLD OF “GOOD HEALTH FACILITIES! 

THREE complete meals e individual balanced 
diets e natural well baths ¢ slenderizing salon « complete 
gymnasia e steam baths e¢ private solaria — UNDER 


SUPERVISION OF COMPLETE MEDICAL STAFF. 


LARRY m1) AD SPA 
General Manager OR ISLAND 


HARBOR ISLAND, ON THE 73th streeT causeway, MIAMI BEACH @ 


— Me ee ee ee ee ee ee ee ee ee ee ee ee ee oe 
WEIGHT Loss! For reservations, rates and color brochure, write the 3 


] hotel, see your travel agent, or phone our New York 
?| GUARANTEED Office. NEW YORK: LO 4-0858 (Open Sunday & Evenings) a 
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vately printed cards, like picture and 
souvenir cards, to which the sender at- 
taches a stamp. 


Q. Is the following use of the word we 
correct: Be hope this clarifies the matter 
and gives you the viewpoint of we here at the 
plant. 


A. No, the word us should be used. The 
pronoun is the object of the preposition 
of, and us is the objective form. This same 
type of error is often made in the ex- 
pression “between you and I,” which of 
course should be “between you and me.” 
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Q. What is the proper placement for the 


word Personal on an envelope? 


A. The preferred position for the Per- 
sonal line on envelopes is in the lower 
left-hand corner. The recent trend in busi- 
ness is to reserve the space above the ad- 
dress portion of the envelope for postal 
and mailing directions. as “Air Mail.” 
“Special Delivery,” and so forth. Informa- 

tion for the person opening incoming 
letters should then be placed in the lower 

left section of the envelope. 


Q. I have been using the alphabetic sys- 
tem for filing papers in our office. Someone 
recently suggested that I change to the 
Dewey Decimal System of classification. Is 


this advisable? 


{. The Dewey Decimal Classification is 


generally used in libraries, railroads, 
public utilities, large engineering com- 
panies, and government bureaus. But for 
most subject files, unless they are very 
large. an alphabetic arrangement of sub- 
jects (especially chosen to meet specific 


needs) is most satisfactory. 
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Q. Our company occasionally receives let- 
which the 
been replaced by the first few words of the 


ters in standard salutation has 
body of the letter. For example: 
Enclosed, Dave, 
isa copy of a report... 
or 
As you know. Tom, 
business today depends on... 
Is this form recommended for general busi- 


ness-letter writing—or would you limit its 
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use to advertising agent ies, “ hose goal is to 


vain attention? My boss claims that the 


Dear in salutations is meaningless, and the 
above forms fit the trend toward informality 


in letter writing. 


{. While it is true that dictators today 
make their letters more in- 
formal and direct than they have been, 
yet we feel the result should be achieved 


attempt to 


through the construction and phrasing of 
the letter rather than by visual means. To 
be sure. the Dear in salutations is a mere 
convention—it is not used as an ex- 
pression of affection any more than “How 
do you do?” is intended to be a real in- 
quiry as to the health of a person. 

If one wishes to discard the salutation, 
our suggestion would be to adopt the 
“Simplified” letter form recommended by 
NOMA. As you mention, the style you 
describe did have its origin among ad- 
vertising concerns. 





Q. Will you please give me the indexing 
arrangement for this address: City (Depart- 
Board of Education 
Building, Baton Rouge 1, Louisiana. 


ment of) Education, 


A. The address you give should be in- 
dexed as: Baton Rouge, City of, Educa- 
(Department of). Baton 
Rouge is a compound geographic name 


tion Because 
with the first part not an English word, it 
is considered as one unit. Then Baton 
Rouge is considered as the first indexing 
unit, City the second unit, and Education 
the third unit. The phrase Department of 
is disregarded. 


Q. I have understood that. for those nouns 
that have the same form in both singular 
and plural, the possessive singular and 
plural are also the same—sheep’s fur. Has 


the rule been changed? 


A. The rule usually followed is that 
nouns having the same form for singular 
and plural use the same possessive form 
in both numbers: hence, sheep's, deer’s. 

Some authorities, however, add s° to 
the words in order to show clearly that 
the plural is meant—the singular as 


sheep's and the plural as sheeps’. 
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the 
Duplicator 


They're designed to “office print’ extra 
wide impressions on all types of paper 
stock, including airmailweight. Using 
paste ink, your finished work has that 
fine-printing look. Geha quickly pro- 
duces letters, bulletins, advertising, 
postcards (long or wide way), forms, 
and other useful “print” jobs. Distrib- 
uted and fully guaranteed by makers 
of Tempo products. 


MILO HARDING CO. 


Los Angeles * Cleveland ¢ Pittsburgh 
San Francisco * Washington, D. C. 
Manufacturers and distributors of 

Cw 
AMERICA'S MOST COMPLETE LINE 
OF STENCIL DUPLICATING PRODUCTS 


INKS — DUPLICATORS — STENCILS 
TEMPOSCOPES — ACCESSORIES — SUPPLIES 





® Today's finest dual cylinder 
stencil duplicator. 


® Five great models, electric and hand. 
Prices start at $199.00 


We also manufacture Tempo IMPERIAL, king 
of high-speed, beavy production duplicators. 


ATTACH TO LETTERHEAD FOR GOMPLETE DETAILS 














. a ae a 
| Milo Harding Company | 
| 115 Tempo Building, Monterey Pork, Calif. | 
| Rush brochure and price informatio on | 
( ) Geha Stencil Duplicators 
( ) Tempo Imperial Duplicator 
| NAME | 
| FIRM | 
ADDRESS 
| CITY & STATE | 
Lo . — — — — — — — — — — — — — — — 4 








HERE’S 


CONVENIENCE Cae 


With These Top Quality 
WELDON ROBERTS ERASERS 


SPIRAL 
PAPER 
WRAPPED 






for quick, easy, 
“pull-string” pointing 


Convenient pencil length and 
balance. Rubber stays fresh, 
protected by its paper wrapping. 
Save your time and temper by 
using these neat-and-fast-work- 
ing Weldon Roberts Erasers. 


Ask your office manager 
or stationer for them. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. 


World’s Foremost Eraser Specialists 


FOR ERASING 
BALL POINT INK & LEAD. 
No. 138 BALL POINT. New formula 
GREEN RUBBER, particularly developed 
FOR ERASING INK, TYPING, 
BUSINESS MACHINE WRITING. 
No. 378 Graypoint. Businesslike gray rubber 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


r—-MAIL COUPON TODAY-~“ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 





| Address 





| 
| 
} Name | 
| 
| 


Zone State 
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When you need more minutes in your workday 


With an Edison Voicewriter on your 
desk, you can easily survive any work- 
day. You feel like and you are—the 
most efficient secretary your boss could 
hope to have. 

You'll find the Voicewriter helps 
both you and your boss schedule your 
work load—whether he is in the office 
or on the road. With no time lost for 
shorthand dictation, you have more 
time for transcriptjon—more time for 
the thousand-and-one other duties you 
have on your list. 

Best of all, Voicewriter is real dicta- 
tion equipment—an office investment 
that actually makes your day easier 
—lets you accomplish more every 
working hour. 
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Edison Voicewriter and the Edison Diamond Disc can show you the way to more profitable 
workdays, new accuracy and speed in handling written communications. 


Voicewriter helps make possible 
even your most “impossible” work loads 


Why not suggest a trial of Voicewriter 
in your office on a low monthly pay- 
ment plan? You'll find this trim, good- 
looking equipment has been designed 
with you in mind—for easy operation 
that lets you transcribe at any con- 
venient speed, start and stop on the 
exact word you want, hear every word 
clearly, accurately. 


WRITE TODAY for new free 
booklet on the wonderful 
Edison Voicewriter for 
Secretaries. No obligation 
is involved. Edison Voice- 
writer Division, Thomas 
A. Edison Industries, 
West Orange, N. J. In 
Canada: 32 Front St. 
W., Toronto, Ont. 













TH, 
~j 
VOICEWRITERS in beautiful decora- 
tor colors—Executive Gray, Capri 
Green, Hunter Green, or Morocco 
Red—offer a new touch of styling 
you'll be proud to have on your desk. 
And your Voicewriter can be per- 
sonalized with your initials if you 
like. For good looks and downright 
helpfulness, you'll find a Voicewriter 
one of the best friends you’ ve ever had. 





TODAY’S SECRETARY 














Cover a Meeting 


BY 


PEGGY NORTON ROLLASON 


(Number Ten in a series on how to handle special, once-in-a-while jobs. Suggestion: Keep these pages 


in your own “‘How To” file and send us your requests for topics to be discussed in future issues.) 


B With the modern businessman relying 
more and more upon group decisions and 
conference data, rare is the secretary who 
does not hear occasionally, “Miss Jones, 
will you call a committee meeting for next 
Tuesday, 10 a.m. The usual group—oh, 
ves, and ask that new marketing V.P., will 
vou?” 

Your first order of business will be to 
arrange for the use of the conference 
room—unless such meetings are usually 
held in your boss’ own office. You will 
also be expected to check the number of 
chairs and ashtrays; round up pads, pen- 
cils. matches, a water carafe, and glasses; 
order coffee if its customary (ask your 
boss if he'd like it, if it’s not); and notify 
the telephone operator not to ring anyone 
at the meeting under penalty of excom- 
munication. 

Handling the invitations may be a sim- 
ple matter—merely telephoning the men 
concerned—if it’s a small company group. 
For larger. more formal meetings, you 
will probably have to make up an in- 
vitation list and send a written notice to 
everyone. This may be done by individual 
letter, form post card, or an interoffice 
memo listing the entire committee, with 
a copy sent to each person. If you include 
a reply post card for those outside the or- 
ganization, the problem of verifying ac- 
ceptances and refusals will be simplified. 

It’s a smart idea, too, to find out wheth- 
er your boss wants to dictate an agenda 
beforehand, perhaps to be circulated to 
the conferees so they will come prepared 
to discuss pertinent issues. Sometimes he 
may request certain members to come 
with background data or reports. 

When Tuesday comes, double-check the 
room and be sure that your own equip- 
ment is complete—plenty of pencils, a 


pen, steno pads or recording machine, 
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copies of previous reports and minutes 
which may be needed. Next, take time to 
phone the secretaries of the committee 
members to remind them of the meeting. 
This will enable you to get last-minute at- 
tendance information that will be helpful 
to your employer. 

If this is a formal meeting, you should 
be prepared for the customary order of 
business as it will help you in your note- 
taking. Unless the committee bylaws 
specify otherwise, the general procedure 
is: 

Call to order by chairman 

Roll call (you may be expected to note 
this, or it may be oral) 

Announcement of quorum (if neces- 
sary) 

Reading of previous minutes 

Approval of minutes 

Reports of officers, standing commit- 
tees, and special committees (copies of 
these should be given to you) 

Unfinished business (taken from pre- 
vious minutes) 

New business 

Appointment of committees 

Nominations and elections 

Date of next meeting 

Adjournment 

One way of determining your duties in 
covering the meeting (if this is new to 
you) is to read the previous minutes. It’s 
up to you to be sure that you don’t miss 
anything vital, even if you have to ask to 
have it repeated. Much of the information 
you record may prove to be trivial, but it’s 
safer to take copious notes and then de- 
lete any unnecessary portions when you 
transcribe your first draft. 

You may be expected to read the pre- 
vious minutes—if so, don’t mumble or 
rush through them, since they form a vital 
basis for the work to be done in the cur- 


rent meeting. They are generally ap- 
proved as read, but if corrections are 
made, you must note them on the copy 
as it was originally prepared. 

Every motion made in the meeting must 
be recorded—the person who made it, 
the person who seconded it, the exact 
wording, the final vote. All reports made 
by various committees are included in the 
minutes of the meeting; so be sure you 
receive copies. 

After the meeting has been adjourned 
and you have verified any questions you 
may have, you should make a rough draft 
of your notes as soon as possible—or at 
least read them over that day to be sure 
you understand them. The final prepara- 
tion must follow the format of previous 
minutes, with topic headings in the left- 
hand margin and all motions, resolutions, 
and important facts typed in caps for 
quick identification. Generally your em- 
ployer will look over your draft before 
you type the final version. 

Another very important secretarial 
duty is to note any follow-up action on 
your calendar and on your boss’. You may 
also have to prepare interoflice memos 
resulting from the meeting and see that 
they are circulated to the proper persons. 

Of course, if the group is not an or- 
ganized, formal committee bound by cer- 
tain rules and regulations, your work load 
will be much lighter. Your employer may 
not even want you to spend your time 
taking notes of the proceedings, prefer- 
ring to jot down his own reminders or use 
his recording machine for highlights of 
the group’s action. After it’s over, he will 
probably dictate a résumé to be circulated 
to the members for their own records. 

But, formal or informal, a meeting can 
be an interesting variation in your day’s 
routine—if you are well prepared. 
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announcing the new 


Super NYLEX 


typewriter ribbon with BAN-LON* 


UE LOM ROLE AMOR INO MULL OLR ASSTXOLLES 
for any office 









The incomparable L 


LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 


The incomparable L 


LASTING IMPRESSION 


teen 








A totally new typewriter ribbon, with patented OY a “i ee eee ' 
“crimped weave” construction, creates thousands Kemingtorn. Pband 
of “‘metered flow” ink reservoirs within the ribbon, : DIVISION OF SPERRY RAND CORPORATION 

4 

' 

' 


permitting only a controlled amount of ink to be Room 1612, 315 Fourth Avenve, New York 10, N.Y. 


released with every strike of the type bar. The 
result: clean, sharp type impressions, a fashion- 
able dark write and up to 40% longer ribbon life. 
Only Super NYLEX with Ban-Lon can make this 
possible. For further information fill in the coupon. 
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*BAN-LON is o registered trademark of Jos. Bancroft & Sons 
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~ ECRETARY TO JUST 
one famous person? 
Not Evelyn Keith—she’s 
secretary to literally hun- 
dreds of famous people. 

Evelyn is a free lancer, 
doing secretarial work for 
top-rank writers, novelists, 
and theatrical personali- 
ties. Her “bosses” are al- 
most a roster of who's 
who in literary circles 
these days. She’s worked 
with Rod Serling on his 
award-winning television 
shows; Jerome Weidman 
on motion pictures; Max 
Shulman. whose current 
novel is on the best-seller 
lists; A. E. Hotchner, the 
versatile television, novel, 
and article writer; Max 
Ehrlich, of TV and radio 
fame: Jhan Robbins, Nor- 
man Katkov, Ernest Heyn, 
Rufus Jarman, Jack Har- 
rison Pollack, and scores 
of others whose by-lines 
appear regularly in maga- 


zines, on book jackets, and 


on television and movie 
screens. 

Evelyn Keith's office is 
in a converted bedroom 
in her home. Here she has 
a small built-in desk, an 
electric typew riter, several 
files, and a dictation ma- 
chine. Although she fre- 
quently goes to the homes 
of her authors to take 
shorthand notes or re- 
work manuscripts, much 
of her time is spent in her 
own office, pounding away 
on the typewriter to meet 
those ever-present dead- 
lines. 

When we visited Evelyn 
at her Westport, Connecti- 
cut, home, she was put- 
ting the finishing touches 
on a transcription of a 
television mystery script. 
Eyes twinkling, she con- 
fessed, “I really didn’t 
have to finish this script 
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oday, but I just had to go on to find out who did it.” 

Our first gambit was an innocent question containing 
the word “work.” Immediately, Evelyn took over. “I 
don’t like to use that word,” she said. “It isn’t really work 
Lo enjoy a good novel, witness the birth of a TV Emmy 
Award play, acquaint myself with the biography of a 
famous statesman. or keep up with such topics as juve- 
nile delinquency. success stories, civil defense, nuclear 
warfare, dieting. or even President Eisenhower's favorite 
recipes. | love every minute of it... wouldn’t trade my 
free-lance position with any of the top executive secre- 
taries in the country.” 

Evelyn’s career began back at business school in 
Bridgeport, where she took typing. Gregg shorthand, and 
other business courses. Then came a‘stint of regular 
office work—and marriage. When her children came 
along—first a son, then a daughter—she decided to re- 
main at home and take on some free-lance work. 

Her first assignments came from a former employer 
and a local lawyer. They brought the work to her, and 
she typed letters on a portable typewriter set up in a 
window alcove of her bedroom. 

Getting started with famous writers, however, was 
something that just seemed to happen to Evelyn Keith. 
Somebody told somebody else about “a good secretary,” 
and Stewart Hawkins. creator and writer of the Myrt 
& Marge series, asked Evelyn if she’d work on his scripts. 
Evelyn went to his house each day, took voluminous 
Gregg notes. and transcribed them at night. 

In a short time, she was doing the same type of work 
for a number of other script writers who lived in or 
near Westport. “In those days,” she recalls, “Il was prob- 
ably the smuggest gal in town. While other housewives 
were glued to their radios to find out how the current 
episode of “Bachelor's Children” or “Nora Drake” came 
out. | already knew the answer.” 

Evelyn frequently hears people talk about the scripts 
and stories she has transcribed—and it gives her a feel- 


ing of satisfaction. “I know how hard the writers worked 


ONE FREE-LANCE SECRE 
TARY MAY take dicta 
tion ‘‘on the stroll’’ from 
author A. E. Hotchner 











spend hours at the type 





writer in order to meet a 
deadline check and 





double-check names, places, 


to get those words on the air or in prini, and I’m glad 
that | had some small part in it.” 

She never tampers with a phrase or the construction 
of a sentence. But frequently she will put a right name 
where the writer has dictated a wrong one. For instance, 
while she’s typing she might realize—because she is fol- 
lowing the story as avidly as the reader will—that 
“Frank” spoke the last line, not “Jack,” as the writer 
dictated. That’s where she'll make a change. 

Evelyn’s bosses are individualists—but they share 
one idiosyncracy. They all seem to have deadlines just 
before a weekend, holiday, or vacation. 

“] don’t really mind, though. It’s exciting—and I’ve 
found that the Christmas or Thanksgiving turkey cooks 
just as well if I finish a soon-due Studio One or Kraft 
Theatre script instead of hovering over the oven.” 

Evelyn has no real working routine—it’s impossible 
under her present setup. Sometimes she'll spend days 
on end taking dictation and transcribing right in the 
office of a nearby writer or celebrity. (For quite a while 
Evelyn did secretarial work at the home of actress Gene 
Tierney while her daughter, then in high school, handled 
the 


confined pretty much to her own office, sitting at the 


glamorous star’s fan mail.) At other times she'll be 
typewriter and transcribing the Dictabelts that arrive 
by mail or messenger from almost any part of the world. 
Although her writers may be in Paris, Rome, or Holly- 
wood, they continue to send dictation to Evelyn—giving 
her the deadline date and depending on her to get the 
scripts out in time. This may mean canceling social en- 
gagements or even house cleaning——but she’s never failed 
them. 

We asked Evelyn whether sitting at a typewriter hour 
after hour, day after day doesn’t get a bit tedious, espe- 
cially in one small room of her own house. 

“Never,” she said. “Can you put down a book that is 
holding your interest? No... well, the same is true of 
the secretary typing the manuscript. Regardless of how 


rough the copy or how (Continued on page 51) 
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figures ‘‘just to make sure.’’ 





OR SHE MAY .. . work with Max Ehrlich on a television 
script . stop to chat with the Hotchner children, Tracy 







get innumerable phone colls about jobs 





and Holly... 
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A FEW WEEKS AGO, a secretarial study group 

asked me to lead a discussion on human relations 
in the office. There were a number of common problems 
aired at the meeting, many differing from those pre- 
viously mentioned in this department. The group put 
their heads together and suggested solutions that should 
be useful to other secretaries -intent on getting along 
with everybody. Here are the case histories and the 
thoughtful answers: 


|. The Boss Who Isn't Around 

“How can | impress my boss with the importance of 
telling me where he’s going when he leaves the office? 
| feel incompetent when | have to tell others I don't 
know where to reach him.” 

The woman who brought up this subject was surprised 
to learn that it is a universal complaint among secre- 
taries. Others who had coped with similar situations 
offered some good ideas. 

One secretary explained that it is important to let 
the boss know you are trying to help him, rather than 


attempting to spy on him. She felt that many men are 


“tired of reporting all their lives to women—mothers, 
teachers, wives, and now secretaries!” This secretary 
“trained” her boss to divulge his whereabouts by making 
it a point to tell him where he could reach her whenever 
she visited another department. “Soon, he began letting 
me know where he was heading, whether inside our 
offices or outside the building.” 
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Another effective method was worked out by a secre- 
tary whose boss was always on the go. “When I saw he 
was ready to leave, I would ask where I could reach 
him if something important came up and what time he 
would be back in case someone wanted to see him.” 

“My boss is reluctant to tell exactly where he'll be.” 
added a third girl. “I just ask him to call in so that 
I can tell him about anything urgent. He is willing to 
do this and calls faithfully when he’s out.” 

Other secretaries reported that their employers had 
to learn the hard way. “My boss never would say where 
he was going when he left to call on customers,” ex- 
plained an exasperated miss. “One day, when he re- 
turned from downtown, I told him a customer had called 
and wanted him to stop in that afternoon. My boss 
moaned, ‘I was only a block away from his place. Now 
I have to go back.’ 

“T sympathized with him and said, ‘If I had known 
where you were, I could have called you and saved you 
this extra trip.’ Since that time, he has always told me 
where to reach him.” 


2. Personalities That Clash 
“What do you do when two girls who work for you 
constantly get into arguments—both end up practically 
in tears? It’s actually a personality clash; each girl is 
right according to the way she has looked at the prob- 
lem. The two are ready to quit because of this situation.” 
One simple suggestion was that the supervisor change 
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the girls’ desks and schedule their work to keep them 
out of each other's way as much as possible. 

If that wasn’t possible, another supervisor in the 
group thought that her experience might prove helpful. 
In her case. a woman with more seniority insisted on 
“teaching” another employee. who resented being told 
what to do. The senior worker could not understand 
why the younger one would not follow her suggestions. 

“I called the two feudists into my office.” the super- 
visor reported, “and explained that since they worked 
for the same company. they should try to get along and 
make their working hours more pleasant. 

“Then | talked to each one separately. | persuaded the 
bossy woman that the other girl was capable and was 
entitled to do things her own way. When I talked to the 
younger woman, I stressed the fact that her co-worker 
was only trying to be helpful and asked her to be more 
tolerant.” 


3. The Rumormonger 

“There is one girl in the office who not only has a 
superior attitude about everything but also starts a lot 
of rumors. How do you control someone like this? She 
irritates everyone except her boss, and he’s high enough 
in the organization so that no one else can fire her or 
do anything about her.” 

Usually, a boss is unaware that his secretary causes 
unrest or irritates others. The group advised against 


trying to enlighten him, however. As one woman pointed 
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out. “Instead of correcting the case. your action merely 
will mark you as a talebearer, a troublemaker, o1 
worse—a jealous person.” 

Good advice was offered by an experienced secretary: 
“If you can’t bring yourself to like this girl. avoid het 
as much as you can. To squelch the rumors, form a pact 
with the other girls—refuse to listen. No one can start 
a rumor unless she finds a willing audience. If you do 
hear one of the rumors secondhand, don’t pass it on 
If the rumor concerns you, ignore it; don’t give it 


stature by trying to defend yourself.” 


1. The Boss Who Plays Favorites 

“How can you cope with partiality displayed by a 
woman boss? Those under her keep running to me and 
crying on my shoulder because she shows such favorit- 
ism for one or two of her employees.” 

Wisely. the group admitted that there may be reasons 
for the seeming partiality being shown. For instance. 
one secretary said she has a friend who is chief nurse 
in a large hospital. “My friend will fight ‘to the death’ 
to give one particular nurse priority in choosing her 
vacation time each year. Why? Because this nurse al- 
ways shows up for work, takes evening or night shifts 
without a murmur. and is busy and cheerful every min- 
ute she is on duty. This nurse is so dependable that my 
friend will do everything she can to keep her satisfied.” 

The others had several good suggestions for the 
woman who listens to complaints about partiality. One 
was to advise her friends to study the technique of the 
“fair-haired girl.” Is she the most willing and efficient 
worker? Does she know the boss’ likes and dislikes? 
Perhaps the envious co-workers could learn a lot from 
observation. 

Another hint was to study the supervisor. Unknow- 
ingly. these women may seem antagonistic toward a 
woman boss. and this might make her feel that they 
are jealous or resentful of her position. 

If the favorite is a personal friend of the supervisor, 
that throws a different light on the subject, of course. 
However. most supervisors appreciate and feel kindly 
toward those who do their work well and are willing to 


co-operate. 


5. A Stubborn Switchboard Operator 

“What can be done, tactfully, about a switchboard 
operator who won't put your boss calls through to you, 
so that you may decide what should be done with them? 
My boss wants me to screen his calls to save his time.” 

If a boss instructs his secretary to sift his telephone 
calls, she is within her rights to insist on following his 
orders. One girl in the group had overcome similar 
resistance in this manner: 

“I explained to the operator that my boss did not 
want to receive calls directly. | emphasized that he 
expected me to screen phone calls and then put through 
only those he would want to handle personally. | asked 
her to co-operate in carrying out his wishes.” 

If this kind of tactful but firm talk fails to get results, 


for you, perhaps (Continued on page 52) 
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BY MARGARET NORTON 


F YOU COULD give vourself just one 

sift to make your office life easier. 
chances are you'd wrap up a large chunk 
of that invisible. frustrating, priceless 
commodity we call time. 

No use shaking your head and sighing 
that it just isn’t possible to get any more 
out of vour nine-to-five hours—because it 
is. if you concentrate not on hours but on 
those precious 60-second slivers that melt 
away into nothingness. 

Here are some down-to-earth little min- 
ute-minders that will help you build up 
a time bank for those vital, interesting, 
creative jobs you'd love to tackle if you 
werent weighed down by details: 

1. Opening the mail: Sort the envelopes 
according to kind—telegrams. specials, 
airmails. first class. and on down to the 
“circular file” category. As you open each 
one, note routing initials for subordinates, 
attach previous correspondence whenever 
necessary. underscore important sentences 
or words. note lack of enclosures, add 
whatever information you can furnish to 
make replying easier. If your employer 
isnt waiting for the mail, draft any re- 
plies vou can do for him—this will save 
both of you dictation time later. 

2. Taking dictation: By answering cer- 
tain letters yourself, you've already elimi- 
nated some dictation time. Tell the tele- 
phone operator to hold your employer's 
calls and yours while he’s dictating. Try to 
establish a set period for daily dictation, 
thus eliminating frequent stops for one 
letter at a time. 

3. Organize your schedule: Take time 
to map out a daily, weekly, and monthly 
schedule of priority items. There was a 


lot to Grandmother's system of washing 


June, 1958 

















on Monday. ironing on Tuesday. etc. A 
well-established, effective routine means 
less chance of forgetting or overlooking 
important details. Don’t base your sched- 
ule on the way things have always been 
done: rather, after study, determine the 
system that works best for you and your 
boss. 

4. Use day books: Buy a day book with 
full pages for each day. Note your boss’ 
appointments. important calls, reminders 
of pending activities, big jobs completed. 
This will prove invaluable as a permanent 
reference for expenses, dates, names and 
addresses, and phone numbers. Suggest 
that your boss keep one, too. 

5. Keep special job outlines: Perhaps 
you hay a once-a-month, semi-annual, or 
yearly job that requires a lot of hard con- 
centrated work. Yes—then keep a file on 
past procedures. Note all pertinent infor- 
mation on people contacted, work done. 
prices or sources of material. schedule of 
events. follow-ups, etc., so you wont have 
to rack your brain to recall what you did 
before. 

6. Anticipate your follow-ups: If you 
know that tomorrow you must check the 
newspapers or trade magazines for an 
article or ad—or see that your boss dic- 
tates a promised report or letter—or pick 
up special supplies at the office station- 
er’s, select fresh flowers for your boss’ of- 
fice, or go to the bank for him—work it 
into your day’s activities at the most ap- 
propriate time. Do your outside errands 
on the way to work or at noon, so you 
won't have to send the office boy out 
needlessly. Order the papers ahead of 
time. Get out the file material the day be- 
fore, so that your boss can have it as a 








reminder first thing in the morning. 

7. Time your phone calls: If you know 
you have three or four calls to make 
reserving a luncheon table, verifying an 
appointment, making ticket or hotel reser- 
vations, cancelling another date—gather 
all your notes at one time and make the 
calls successively. Easier on the telephone 
operator—and you, too. And save your 
necessary personal calls for the least busy 
lunch hour. 

8. Up-date mailing lists: Keep these 
vital aids in up-to-the-minute condition to 
save both postage and time. Determine 
whether cards, Rolodex. or book lists are 
most practical for your purposes, and use 
whichever means least handling, greatest 
ease. 

9. Organize your files: Most secretaries 
will admit this is a constant bugaboo. 
Since the sight of a cluttered file basket 
is most distracting, keep one cabinet close 
at hand for current filing. Sort papers 
daily according to accounts or categories 
used, place them out of sight in quickly 
found folders. If possible, have a file 
drawer near your boss’ elbow for those 
most-vital projects so he needn't buzz you 
for folders. When the project is com- 
pleted, take his folders for your perma- 
nent files. Train someone to help you 
if possible—especially valuable when 
you re out. Do the heavy filing when your 
boss is away. In a very active office, it is 
sometimes necessary for a conscientious 
secretary to sacrifice an evening or two or 
part of her weekend for a concentrated 
file cleanup. C'est la vie! 

10. Getting supplies: During the day 
make notations of things you need and 


get them all at (Continued on page 59) 
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Thank you for your letter... 

Pleasant words—to give or to receive. You'll be giv- 
ing them when you're writing good letters. And you'll 
he receiving them, too, when you're writing good letters. 
You'll be hearing such pleasant words if you make cer- 
tain that your letters are: 


Short words (50 per cent or more one 
svilable ) 

Clear Short) sentences (17 words on the 
average) 


Short paragraphs (7 or & lines at most) 


Answer all questions 
Complete Give all necessary information 


Ask for everything you want from readet 


Stick to the point 
Concise Eliminate superfluous details 


Cut out unnecessary words 


Have no errors in facts or figures 

Use perfect grammar, punctuation, and 
Correct spelling 

Have no strikeovers or typographical 


errors 


Show sincere interest in the reader 


Courteous Use pleasant words 


Don't point or shake finger at reader 


Use nontechnical. evervday language 
‘ Use simple sentences (subject, verb. 
Conversational . 
object) 


Read smoothly 


( hi Do all they can to help reader 
o-operalive ; 
! Make it easy for reader to do his part 


Herewith some examples of the worst—complete with 
author's comments (we couldn’t resist) —and the best in 
letter writing. Note the 7 C’s in the revised versions. 

The secretary whose boss travels will especially ap- 
preciate this one: 


Dear Sir: 

This is to advise that your letter 
of January 15 addressed to Mr. McAllister 
of our company has been received. He is 
out of town just now and won't be back for 
some time, so nothing can be done about 
your manuscript, which is among the many 
things on his desk. 

It takes time to read manuscripts as 
long as yours, and he is a very busy man. 
I just couldn't say whether or not he has 

















THE ART OF 


read your manuscript. Rest assured that 
he will get in touch with you in due 
course. 





Yours very truly, 


This is to advise cold 


of our company he knows what company 


some time a week? a month? a year? 


among the many... sounds a bit of a mess 


manuscripts as long... maybe it’s just too long? 


he isa very bus) man me too! 


Rest assured how could he? 


in due course when he’s good and ready ? 


The gal who wrote that certainly didn’t give much 
thought to the possibility that this budding author might 
turn into a best seller whose good will they'd cherish. 
She probably couldn’t be definite about the status of 
the manuscript, but she could have been less hoity-toity 
about the relative importance of her boss and the strug- 


eling author. She could have said: 


Dear Mr. Jones: 

Thank you for your letter to Mr. 
McAllister, who is out of town. I expect 
him back the latter part of the month, 
although I don't yet know just which day. 

However, I do want to assure you 
that he does have your manuscript on his 
desk. To give each manuscript the full 
attention it deserves often means that it 
can't be read and the author contacted as 
quickly as we would like. I'm sure 
though that Mr. McAllister will get in 
touch with you just as soon as possible. 

Sincerely yours, 


Much more gracious, isn’t it? More likely to retain the 
author's good will. 


How about this turndown? 


Dear Madam: 
I regret to advise that it will be 
impossible for your Little Theater group 
to use our church hall. We never permit 
its use to anyone--for money or other- 
wise. It's just against our rules. 
Furthermore, there is nothing I can tell 
you about any other hall. I don't sup- 
pose you've thought to present your 
inquiry to the Chamber of Commerce. 
Yours truly, 








Vadam don't call me Madam 
I regret to advise slap in the face right away 
impossible negative word 
It’s just against... there’s no good reason? 
Furthermore don’t shake your finger 


I don't suppose... stupid! 
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Curt, isn’t it? Neither co-operative nor courteous. A 


acious turndown will often need more words than the 


usual letter. Why? Because you want to explain why you 


must say no. You want to retain good will. This turn- 


down might have been handled this way: 


Dear Miss Stanford: 

We were flattered that you consid- 
ered our church hall for your Little 
Theater Group's next play. And you were 
gracious to suggest such a generous 
arrangement to pay for its use. 

This is the situation . . . Because 
our own organizations are very active, we 
aren't able to lend the hall to any group 
outside the church. Of course there are 
occasional free evenings but not enough 
to lend it often. Therefore, we feel 
it's most fair to everyone not to lend at 
all. I'm sure you'll understand the 
problem and realize that, much as we 
should like to accommodate you, we must 
say no. 

While I can't think, offhand, of 
another suitable hall in the vicinity, 
I'd suggest that you get in touch with 
our Chamber of Commerce. I'm sure 
they'll be glad to help you if they can. 

Cordially, 


Much longer. But much nicer. Don’t you agree ? 
Let’s look at a legal letter... 


Dear Sir: 

Pursuant to ours of the 12th instant 
to which you have not yet made reply, and 
of which we enclose a copy, we beg to 
state that the entire interest of the 
lessor under the above captioned lease 
has been duly assigned and transferred to 
the undersigned as collateral security in 
connection with a mortgage loan trans- 
action affecting the subject premises. 

You are further advised that all 
rental payments will continue to be paid 
as heretofore in accordance with the 
terms of the said lease until you are 
advised otherwise in writing by the 
undersigned. 

Kindly acknowledge receipt of this 
communication of notification and the 
annexed copy of said instrument of 
assignment on the duplicate copy of this 
communication enclosed herewith. 

Yours truly, 























Everything underscored is either stilted or excess 


wording or both—and that first sentence is 61 words 
long. Where legal work is involved, it's important to be 


precise. But that doesn’t mean you have to use 10 words 
when 5 will do the job. And it doesn’t mean your letter 


has to have the tone of a legal document. Here’s the 
same letter in plain English: 
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Gentlemen: 

Has our letter of January 12 reached 
you? In case it hasn't, we enclose a 
copy. 

The entire interest of the lessor 
under this lease has now been assigned 
and transferred to our company as col- 
lateral security for a mortgage on the 
premises that the lease covers. 

All rents will continue to be paid 
as they have been under the terms of the 


lease. If there is to be any change in 
the future, we will notify you in writing. 
Please sign and return the enclosed 
duplicate of this letter to let us know 
that you have received it as well as the 
attached copy of the assignment. 
Sincerely yours, 


Clear? Concise ? Courteous? Conversational? Sure... 
and it does the job just as legally as the pompous, windy 
letter above. 


Let’s measure this letter with the 7 C’s yardstick. . . 


Dear Sir: 

This will acknowledge your letter re- 
questing information on our stove models 
for the 100-home project you will build 
in June, 1958. We beg to advise that we 
manufacture four different models, and, 
although you neglected to state what you 
specifically wanted, nevertheless we will 
quote you on the four types we manufac- 
ture at the present moment: model A5690 
at $175 per stove equals $15,750 for 100 
stoves; model A5678 at $190 a stove 
equals $17,100 for 100 stoves; model 
B7689 costs $205 per stove resulting ina 
cost of $18,450 for the 100 stoves; and 
model D1756 is $25 a stove at a total 
cost of $22,500 ror the 100 stoves about 
which you inquired. The reason the prices 
aren't even is that it_is our policy to 
grant a 10 per cent discount on orders 

of 100. 

If you will advise which model you want, 
we shall accept your order. You, of 
course, must pay all the freight charges. 
We can't tell you anything about what 
they might be inasmuch as you didn't 
state where the stoves were to be shipped 
or which way you wanted them shipped. 
Furthermore, freight charges vary accord- 
ing to model of stove. 

















Yours truly, 


This will acknowledge cold 
We beg to advise stilted 


you neglected slap my wrist! 


Nevertheless we will... as a favor? 

$25 price went way down 
even even with what ? 

itis our policy to... big hearted! 

which model you want how would | know? 
shall accept your order another favor? 

You, of course, must... why me? 

you didn’t state goofed again! 
Furthermore that finger! 


Pretty bad, isn’t it? Violates every one of the 7 C's. 
How about writing: 


Dear Mr. Smith: 

It is a pleasure to send you infor- 
mation about gas stoves for your new home 
project. I am enclosing a brochure that 
will give you full information on the 
four models we make and the advantages 
of each. 

Here are the prices for each model. 
You'll notice that there is a 10 per cent 
saving on orders of 100. 





Price Price 
Model No. for one for 100 Saving 
A5690 $175 $15,750 $1,750 


(Continued on page 55) 
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Left: Betty White, television star, “broke 
into’ the entertainment world by first be- 
coming a secretary to a disc jockey! 

Below: Dogs (almost any kind!) are favorite 
pets of Betty’s. She also owns a poodle 

and a peke. Says Miss White, ‘‘I'm often too 
busy to have any other hobbies!”’ 
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ond flowers. The fobric— | 


x voile—a miracle blend of dacron and 
cotton that's wosh-ond-wearable, | 
permanently crease resistant, Choose 
apricot or aqua in sizes 8-18. 
By McKettrick. $14.95. 
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A. Summer love —the casual shoe to wear 
with slacks, shorts, and other play togs. This, 
the Tobago by Red Ball Summerettes, boasts 
a neat, trim line, pert bow and matching 
insole in bright print. Of colorfast saiicloth 
that takes happily to a soap-and-watet 
scrubbing. Colors: navy, beige. red, gold, 
black, white, gray, yellow. Sizes: 5-10 
narrow: 4-10 medium. $4.00. At fine 

stores throughout the country. (Glimpsed: 
pants by White Stag.) 

B. For girls who wear glasses—the 
“Pirouette,” a pretty frame for sparkling 
eyes. Nicely shaped with a sprinkling of tiny 
blossoms for accent. By May Fashion Eyewear: 
at optical specialists everywhere. 

C. Ship ’n Shore's candidate for a “fun” 
summer—a cotton-knit blouse sporting ticking 
stripes. Assets: the cool neckline. lack of 
sleeves, the blouson fit, so very fashion 

right. In white with: gray, blue. apricot. red, 
or khaki. Sizes: 30-38. Price: $3.98. At 
Marshall Field's, Chicago: May Company, 
Denver: Strawbridge & Clothier, Philadelphia. 
D. Wise addition to a vacation wardrobe—the 
softly pleated wrap skirt. Team it with a knit 
top or one of this years flower-print 

blouses. Or whip it over your shorts for 

those into-town excursions. White Stag’s 
version features two pockets. a generous 

lap for without-worry wear. Sizss 10-16. 

Price: $9.95. At: Pfeiffers, Little Rock, Ark.; 
Schuneman’s, St. Paul: J. L. Brandeis, Omaha; 
Joseph Magnin, San Francisco. 

E. Poppies—almost a field-full—splash gaily 

over this new MecKettrick. styled for coolness, 
comfort, great good looks. On view often 

because it’s fashioned of wash-and-wear cotton. 
Colors: red, turquoise. Sizes: 10-20, $10.95. 

This dress and the McKettrick on the Good 

Looks Cover are at: Lord & Taylor's, New York: 
Henry C. Lytton & Company, Chicago: Himelhoch 
Brothers, Detroit: Bullock's. Los Angeles. 
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HIS IS THE SUMMER you don’t have to simmer. 

No excuses accepted this season for the lobster look, 
the rag-doll mop of hair, peeling skin, or the weather- 
beaten, sea-captain complexion. Way back when the 
twigs were tipped with frost and we were bending against 
an icy wind, the farsighted beauty experts were busy 
mixing potions and lotions for the wilting 85-degree days 
now approaching. The job they have done has made it 
possible this year for every skin type to find its particu- 
lar place in the sun. 

The primary thing to do when planning your summer 
beauty campaign is to calculate, from past experience or 
judicious mirror-searching, whether you are facing in 
your dealings with the sun total war or merely minor 
skirmishes—and proceed accordingly. There are tanning 
lotions that allow you to look brown while keeping out 
the sun’s rays and those which give you a simulated tan 
while coaxing a real one along. Make-up this year is 
contrived to highlight the beauties of a tan or, if neces- 
sary, provide one, making it no longer necessary for the 
fair non-tanner to take refuge in the “Dresden” look. 

Since it is really those jaunts to the shore that make 
the basic difference, your summer beauty routines can 
really be divided into two main phases—At the Beach 
and After the Beach. 

At the Beach 

The first thing to watch out for is sunburn. An esti- 
mated 7% million hours of work lost last year due to 
overdoses of the sun. Add to these figures all the se- 
vere burns that take place on your vacation or day off 
(making the time you lose your own), and you get 
some idea of how important it is, from a health stand- 
point as well, to take all the precautions you can to turn 
the sun into an ally. 

Try this prescription for a not-too-sudden exposure: 
1. Start out slowly, taking your sun in reasonable doses 
at first. Half an hour to an hour a day at first; then in- 
crease gradually till you find your limit. 

2. Remember that, unlike homogenized milk, you’re not 
the same all over. The neck, ears, nose, and back of the 
legs just below the knees are all very sensitive. 

3. Always use a sun-tan lotion and a cream or pomade to 
prevent your lips from chapping and burning. Follow 
directions on your tanning (or non-tanning) prepara- 
tion. It probably needs repeated application. 

1. Be doubly careful on those hazy, overcast days when 
you don’t think you are getting any sun. As you may 
have learned the hard way—sun burns through the fog. 





The ideal companion for a day at the beach is an over- 
sized waterproof bag into which you can toss everything 
you're likely to need. The first excursion may take a little 
planning, but it won’t be long before you'll know exactly 
what you need and be able to pack quite painlessly. If 
you are fortunate enough to find yourself venturing 
sand-ward fairly regularly, it’s an excellent time- and 
nuisance-saver to keep your bag packed and ready to 
go at the drop of an unexpected invitation. 

First thing in the bag, of course, should be the much 
touted tanning lotion or cream. This season’s selection 
is excellent, and, with the exception of one which com- 
pletely screens out the sun’s rays, they are all contrived 
to keep out burning rays while encouraging tanning rays. 
Among the best for our money are, if you tan without 
trouble: Alexandra de Markoff’s new Solartan, which 
puts a stop watch on your sunning for a tan without 
tears; Coppertone, which now comes in a spray can and 
encourages a really deep tan; Revlon’s lanolin-laced Sun 
Bath Tanning Lotion, which applies evenly to avoid spot- 
ty tanning and (loud cheers) is water resistant. If your 
skin is more sensitive or slow-to-get-started, try one of 
these: Sun Bronze, by Charles of the Ritz, one of those 
gems that gives you a headstart, actually tints, tans, and 
moisturizes all at once. Revlon has come to the aid of the 
heretofore doomed possessors of that very tender skin 
which refuses to do a thing but blister and peel. In addi- 
tion to their Sun Bath Tanning Lotion, they have devel- 
oped a Sun Bath Protective Lotion, which screens out 
all the sun’s rays to prevent any tanning or burning. All 
these preparations come in unbreakable, easily packed 
containers and are non-sticky and sand repellent. 

A really invaluable little bottle of built-in sunshine is 
Helena Rubenstein’s Tan-in-a-Minute—which provides 
an absolutely undetectable camouflage. Simply applied 
with cotton or a sponge, it gives the appearance of a 
natural tan, making it perfect for pre-tan appearances 
or for patching up strapmarks. It is the answer to a 
prayer for the girl who doesn’t tan but wishes she did. 
It will not rub off and is one of the few really effective 
ways to pretend you're wearing stockings. 

In addition to the standard equipment of sunglasses 
and a bathing cap, it’s a good idea to include in your 
catch-all bag a decent-sized mirror, some tissues, lipstick, 
a throw-over shirt to retreat into when you've had 
enough sun (cotton knits are excellent for this purpose 
lightweight and absorbent), and something which will 
keep your hair under control. A good application of hair 
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spray will keep most wandering strands in piace if your 
hair is fairly thick and well bodied. This, plus a sturdy 
hairbrush (better than a comb for tackling wind-caused 
knots). will be enough to keep many girls looking not 
too windblown. However, if your hair is fine, very curly, 
or has a tendency to wilt, don’t run the risk of the rag- 
doll look—cover it with a bright scarf tied behind your 
ears or a silly beach hat (theyre not only for show, you 
know). The beach is also the perfect place to hide some 
looking-toward-evening pin curls under a_ cleverly 
wrapped scarf—but please, sides and back only, where 
they positively won't show. Nothing looks worse, on the 
beach or anywhere else, than a little nest of curlers top- 
ping an otherwise pretty face. One other beach tip— 
make sure your mascara is waterproof. 

Now that you’re certain to be the beauty of the beach, 
tuck in some purely-for-pleasure items—a thermos full of 
cold, cold tea or tomato juice, a book (preferably some- 
thing easy to read) —and you are ready for a wonderful 
day without having to worry about looking as if you 
rolled in with the last high tide. 

After the Beach 

Your most immediate need after a day’s baking, no 
matter how careful you've been, will be an instinctive 
dive under a cooling shower. Allow your sun-kissed skin 
the luxury of a non-irritating, gentle drying off. Top that 
with a generous application of a moisturizing lotion like 
Revlon’s Moon Drops, and douse yourself generously 
with one of the light, summery colognes whose names 
alone (Frosty Mist, Christmas in July, Spice ’n Ice) are 
enough to leave you feeling cool and refreshed. 

It won't be long after that first trip to the beach that 
you'll be absolutely convinced your winter make-up be- 
longs with your winter clothes—in mothballs. Even if 








you choose not to tan (and this year you do have a 
choice). you will want a lighter, brighter look, especially 
in your lipstick. 

You won't use as much make-up as you do in the win- 
ter, but it will be more noticeable. Many tanners achieve 
such a degree of coloring that they make up only their 
eyes and lips to accent an already glowing complexion. 

Start your make-up with a moisturizing lotion (take 
every opportunity you can to replenish your skin’s mois- 
ture. so that by fall you won't look like a piece of old 
parchment). General recommendations are a_peach- 
toned foundation and powder for light skin. a more 
bronzed shade to highlight a tan. 

If you want to look a little browner than you are, 
there are several possibilities. Tan-in-a-Vinute can be 
put to another of its many uses, smoothed lightly over 
your face before make-up either to give you a flattering 
natural tanned look or accent a legitimate tan. For the 
girl who likes to be dramatic, Germaine Monteil has two 
really amazing foundations and powder shades ( Jamaica 
Tan and Riviera Tan) that provide instantly the look of a 
deep, dusky tan. 

The summer lipstick shades speak for themselves— 
Orange Flip, Persian Melon, Apricot Ice (Revlon) ; Hot 
Orange, Cool Coral (Du Barry) ; French Coral, Orange 
Ice (Pond’s)—to give the cue for using lips and finger 
tips to punctuate a smooth, brown look. 

As the perfect complement to the bright “tan and 
Coral” look, use cool colors, borrowed from the sea. to 
accent your eyes—jade green. aquamarine, or soft blue 
eye shadow. 

Everything blooms in summer. Why not you? Ex- 
periment a bit until you find your perfect look. and 
make summertime beauty a delight instead of a dilemma. 





The bronzed lass in stark 
summer white gives her tan 
a helping hand with Jamaica 
Tan, by Germaine Monteil. 
Superglow Fluid Make-up, 








$5: matching powder, $2.50. 
Additional summer beauty boosts: Len- 
therie’s Ripple Cologne to keep in your 
desk. dab gently on neck, 
wrists, ear lobes on a simply 
wilting afternoon. Big 6-and 
%-ounce bottle ($3 value) 
just $1.50. McKesson Labo- 
ratories’ new Tartan 21 Sun- 
tan Lotion boasts a sun 
screen for browning without 
burning, plus a stainless guarantee and 
special sanitizing process that leaves skin 
soft and smooth. In assorted sizes at all 
fine stores. Summertime is time to be on 
guard against sun and surf, 
both constantly stealing 
youthful moisture from your 
skin. Arm yourself with 
Tussy’s Liquid Pearl, a rich- 


textured, fragrant cleanser 





that leaves skin soft and sup- 
ple. A 5-ounce bottle of this pearl-pink 
magic, just $1. Summer's outdoor living 
changes the color of even 
the fairest skin, making 
winter lipsticks unflatter- 
ing. Hence, Suntan Coral, 
from the House of West- 
more—-a blend of pink and orange, per- 





fect accent for a glowing tan. Yours in 
29-cent and 69-cent sizes. Sur- 

round yourself with a fresh, 

crisp summertime scent and 

izcnore the thermometer’s rise. 

On the Wind, by Bourjois, 

is a light, cooling fragrance, 

touched with citrus and floral 

notes. Six ounces of Cologne, 4 ounces of 
Dusting Powder, and/or a generous co- 
logne stick. $] each. 
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external sanitary napkin with 






BREAK in 


CENTER 


actual size 


coupon for 


Dba” 


trial offer 


its own disposable belt 


compressed in a dainty package... napkin fluffs out to full size! 


At last, true comfort—and protection at all times! 
DELICATE solves all these problems as nothing else can: 


e Easy to keep in desk—The package is scarcely larger than 
a lipstick. Stays intact until snapped open, keeping 
contents completely sanitary in desk or purse. 


e Soft cotton comfort— De icaTE is made with super- 
absorbent cotton, soft and comfortable as only pure cotton 
can be. Tailored to fit smoothly...no bunching, no chafing. 


e Complete daintiness — Always, because DeLicaTe has a 
special built-in shield for positive protection...and contains 
a new, truly effective odor preventive. 


SECRETARIES APPRECIATE DELICATE. Grateful letters from business girls 
praise this superior product, which was originally introduced through 
dispensers. We plan to have it for you in stores as soon as possible. 
Meantime, here’s an opportunity to get a trial supply. Fill in 

the coupon and mail it with $1.00 for 10 DeticaTe packages. The 
box will arrive in a plain wrapper, postpaid. 








. 

¢ Marian Reed 

S AMERICAN HYGIENIC CORPORATION, Dept. H, 209 S. La Salle St, Chicago 4, illinois 
* © For $1.00 enclosed, please send me box of 10 DELICATE packages, postpaid. 

: © ! would like to know how we can have a DELICATE dispenser for our washroom 
$NAME 

: ADDRESS 

: CITY ZONE___STATE 
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kK’ EN BEFORE THE FIRST July 

“firecracker sounds, the summertime 
accent is on entertaining, on good food 
with good friends. There are two ways to 
approach it. One is with a can opener 
and lots of tuna fish salad. The other re- 
quires a dash of imagination and a pinch 
more of interest—call it the gourmet ap- 


proach, although “gourmet” is fast be- 
coming a word to be avoided, so greatly 
has it been abused, smothered in a welter 
of heavy sauces and unpronounceable 
(usually flaming) dishes. 

There has lately appeared a loudly 
chanting troop of dilettante gourmets who 
have forgotten two important things—that 
the essence of perfection lies most often 
in simplicity (consider the overdressed 
woman, the too-heavily decorated room), 
and that really fine cooking, no matter 
how complicated an individual dish may 
seem, is built from a foundation of classic 
technique—the way a smart woman 
builds around a simply cut black dress, or 


a mathematician uses simple multiplica- 


36 


by NANCY MIPYETTE, 


ourmet 


Approach 


1} ' 


tion tables. The thing to remember is that 
intricacy is not a requisite for excellence. 

With these thoughts in mind. we hied 
recently to East 31st Street here in New 
York and the beautifully decorated. gar- 
dened town house of Helen Worth, whose 
cooking school is founded on just these 
says Mrs. Worth. 


“should be like a Schiaparelli dress—the 


principles. “Cooking.” 


fundamental line must be good.” She 
feels this so strongly, in fact. that it dis- 
tresses her to be called a teacher of gour- 
met cookery. Her premise is that even the 
most complicated dishes are built on 
simple patterns. and her famous course 
offers an analysis of the important cook- 
ing procedures, rather than a batch of 
exotic but isolated recipes. The idea be- 
hind it all is that once you understand the 
basic patterns, you can vary your cooking 
by altering the ingredients, suit your 
meals to the occasion, and even create 
recipes of your own. 

Her students. who have included a re- 


tired sixty-five-vear-old executive secre- 





tary. meet (12 at a time so they can all i 
participate in the cooking) in a modern, ' 
spice-and-herb-filled kitchen on the first 
floor of the charming house. Here they 
learn Mrs. Worth’s approach to cooking 
in a 12-lesson course which covers short 
cuts. menu planning. marketing and stor- 
age tips. how to work within a budget. and 
“that a wasteful cook is a poor cook.” 
While learning the foundations. they also 
work from her yearly Epicure’s Calendar, 
which contains such tempting items as 
\ioli. Viennese Paprika Veal. 
and Brazilian Coffee Frost. 
From Mrs. Worth for TODAY'S SEC- 
RETARY readers 


them fighting). a plan of action for your 


Lobster 


a ltew words (some or 


stale bread. and a menu for a_perfes 


summer evening dinner. 


The I ords: 

“Good arrangement. balanced propor- 
tions. and clean lines are more importar 
than money in presenting an attractive 
meal.” 

“There are three basic cooking tec! 
niques—-dry heat. bratsing. and wate 
cooking. You must learn which fits vou 
particular food.” 

“lve never seen a man as all thumbs 
about cooking as a woman. As a matter 
of fact, they rarely manhandle food.” 
The Plan of Action: 

PARMESAN TOAST 

Slice stale bread very thin. Sprink! 
each slice with about 14 teaspoon grate: 
cheese, and dry on top rung of a low (250 


300 degrees) oven for thirty minutes. 


The Perject Summer Evening: 
\ ichysoisse 
Deviled Shrimp 
Green Beans Amandine 
French Bread 


Cucumber and Watercress Salad 


Confetti Sherbet ' 
Petit Fours 


DEVILED SHRIMP 

1 large clove garlic ; 

] teaspoon salt 

14 teaspoon dry mustard 

34, cup melted butter 

ly cup dry white wine 

ly, cup chopped onion 

8 tablespoons chopped green pepper 

a dash of tabasco sauce 

1 pound raw shelled shrimp 

V4, cup fine dry bread crumbs 

l. In a skillet. dice garlic and crush to a 

paste with salt and mustard. 

2. Add butter, wine, onion, green pepper, 

and tabasco, and simmer five minutes. 
(Continued on page 59) 
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| Today’s Secretary 


Goes Shopping 





SPRING AND SUMMER CLASSIC—the straw 
satchel. A handsome case in point, this 
one of natural wicker, imported from 
Portugal. A roomy 17 by 12 by 6’, it 








holds anything from the contents of your 
winter pocketbook to a picnic lunch. Just 
$5.98, ppd.: from ‘Round the World 
Basket and Gift Shop, Dept. TS, 444 
Third Ave., New York 16, N.Y. 


A TOE HOLD in comfort and style is the 
bonus you get with these handmade 
Grecian Toe sandals. Of imported water 
buffalo hide, they have molded arch-sup- 
porting soles: unlike most sandals, are 





really comfortable. In black, blue, white, 
pink: sizes 3 to 9 for women. For men, 
black only, sizes 6 to 12. Both, $8.65, 
ppd,: from Bloom’s “Down In the Vil- 
lage.” Dept. TS, 311 Sixth Ave., New 


York 14, N.Y. 


SMALL FRY TABLE AND BENCH SET of 
California redwood is sturdy, weather- 
proof, and children-proof. Keep it out- 
side all summer for picnics, etc. When 
winter comes, use it for an indoor play 





table. Table is 15% inches high, 30 
inches long, 14% inches wide. Bench is 
6 inches wide, 30 inches long. Set No. 
44B, $9.95, ppd.; from Alko, Sales, Dept. 
TS, 1223 N. W. 50 St., Oklahoma City 
16, Okla. 
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A PERFECT MATCH for each other and a 
sunny day. The Beach Throw, almost 7 
feet long, can be rolled up and tied with 
fringe-end tape. Made of woven, water- 




































a = 
repellent canvas in candy stripes or solid 
green, yellow, or blue. Throw, $4.98; 
Carry-All Bag, $2.98: both, $7.49, ppd. 


From Norbert & Company, Dept. TS, 99 
West First St., Deer Park, N.Y. 


MINIATURE CHARCOAL GRILL for hot 
hors d’oeuvres and snacks—a really un- 
usual shower or hostess gift. The cast- 
iron grill and urn are set on a trivet 
base with removable tile center. Included 





are charcoal briquettes and bamboo 
spears (refills available) for grilling your 
own shrimp, cheese bits, sausage, etc. 
Five inches high with 8-inch base. $7.50, 
ppd.: from Berkshire Farms, Dept. TS, 
33 Tarrytown Road, White Plains, N. Y. 


FOR LAZY SUMMER READING these felt 
book jackets serve a double purpose, pro- 
tecting your books from sun and sand 
while keeping track of your (sun) 





glasses. Can be adjusted to fit any size 
book. Only $2, ppd.; from Mail-O-Pac, 
Dept. TS, 6337 Louisville St., New Or- 
leans, La. 


EAR CLIPS 








COPPERNAME 


LETTERS OF DISTINCTION 


Unique design, custom made copper en- 
ameled alphabet ear clips or pins in your 
choice of 76 colors. Select either one or 
two initials for ear clips, a single letter 
for pin. 

Enclose fabric sample. We will either 
match or contrast color at no extra 
charge. Ear clips $2.50, pin $1.25. Com- 
bination of ear clips and pin, $3.50, Fed- 
eral tax and mailing charge included on 
all items. Add 3% Ohio sales tax. Sorry, 
no C.O.D. 


3419 E. Walnut St. 
Westerville, Ohio &aB 
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PERFUME FLACONS 
Your 2 or 3 initials beautifully 
engraved on these gleaming 
gold perfume flacons mark 
them as yours alone. Inner 
glass bottle is spiliproof. Re- 
leases perfume when touched 
to the skin. Holds one ounce, 
with plastic funnel to transfer 
perfume from targer bottle. 
Specify round or oval shape. 
Underline initial of last name. 
$1.50 ppd. 

NARROW AS AN ARROW 
For weekends in the country: 
supple leather moccasins with 
buoyant foam crepe soles, in 
smoke, white, red or taffytan. 
Full & half sizes 3 to 13, 
AAAAAA to EEE. Purchases 
can be exchanged. Factory to 
you—$5.95 plus 50c post. 
(CO D’s accepted. ) Fast delivery! 


MOCCASIN-CRAFT 
58-SH Buffum St., Lynn, Mass. 











CONFIDENTIAL LOANS 


SECRETARIES 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 














SLENDERIZE AT HOME {Sm 


Soothing massage helps TUMMY 
trim away = inches, HIPS 
tones body muscles, THIGHS 
firms sagging skin. 
No undressing, reduce LEGS 
while relexing . . 
helps relieve nervous 
tension, tiredness. 
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SHORTHAND DICTATION RECORDS 
BOOST SHORTHAND SPEED *" °2= 


Now, for the first time, here are short- 
hand records with the same speed on both 
sides, to give you more practice for a 
longer time at a definite speed. Builds 
your shorthand speed quicker and easier. 


1. Expertly dictated to make higher shorthand 
speeds easier! 


You will get fast, easy, quick, gratifying results! 
So easy and enjoyable you'll be amazed! 
Results come faster than you realize! 

Helps increase shorthand speed at 50, 60, 70, 
80, 90, 100, 120, or at any speed 

. Good for everyone no matter what system they 
use or at what speed they now write shorthand! 


eo een 


BEST VALUES CO., Dept. 157 
403 MARKET STREET. NEWARK 5, NEW JERSEY 


an Send me the records checked @@ 3 for $2.98. I enclose 
1 m 


ist be 100%, 
} RPM 10-min 15 KPM 15-min- 45 RPM 15-min- 


ute dictation ute dictation 


2— 50 wom 
3— 60 wom 


11— 70 wpm Lien, mate rial 


te te te te tt 


5— 80 wom =13— 90 wom 


i 
a 
i 
§ UC) =6— 90 wom mm 
i 
i 


~ #20— 90 wpm 
14—100 ‘a 
*7—100 wpm * wem T) #21—100 wom (> 
=8—110 wom #15—110 wom 22-110 wom [) 
=9—120 wom #16—120 wom [| #23—120 wom 
fname 
B acaress 


i City 


6 me oe oe oe oe | MONEY- BACK GUARANTEE | =o oe oe ee 


ute dictation with 
1— 40 wom [)] £10— 60 wpm different dicta- 


= . 
satisfied or my money will be refunded in full 

High Speed Dic- 
tation 45 RPM 


] #17— 60 wom / 
4— 70 wom =12— 80 wom ~) +18— 70 wom 


#19— 80 wem!| +27—160 wom 


[] #31— 50 wpm 


15 minutes 
i 


Dictation of 
Phrases and Brief 
* Forms 45 RPM 


15 minutes 


Leading educators and secretarial schools have 
approved this method of homé study, You'll find it 
not only a fascinating and profitable way to spend 
your spare time but fun, too. 

Just check the records you want in the coupon be- 
low and mail it together with a check or money 
order. We will ship the records to you postpaid. If 
you are not delighted, if these records aren’t all we 
say they are, return them in 10 days for a full 
refund. 

You must enjoy increasing your shorthand speed, 
no matter how slow or fast you now write short- 
hand or if you write Gregg, Pitman, Speedwriting, 
or Stenotype. The records are sold on a money- 
back guarantee! 

All you do is listen and prac- 
tice writing in your spare 
time. Eliminates attending 
classes. Even beginners will 
quickly improve their speed 
with these records. No matter 
what speed you now write, 


#24—130 wpm there’s a record for you. 


} =25—140 wpm 


=28—170 wpm 
=29—180 wom 
=30—200 wom 





These are standard dictation 
records that play on any stand- 
ard player! 78 RPM or 45 RPM. 


i 
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=26—150 wpm . 
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i 
i 
3 
i 
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=32— 80 wom 








Makes Nylons 


Last ‘Forever’ 
Amazing new product contains 
“unborn nylon.’ Combines with 
weakened nylon fibres. Strength- 
ens and renews. Eliminates 

‘baggy’ fit. Insures long life. 
Easy to use—just add to rinse 
water when washing. Only 
$1.00 ppd 


Carry A Washroom 
' in Your Pocket! 


Wash hands’ without 
soap, water, or towels. 
Dirt rolis off in sec- 
onds with PORTABLE 
WASHSTAND amaz- 








ing new ‘‘towel-less’’ 
cleaner for the hands. 
’ Easy to use, safe, pure. 
| Order now on money- 
| back guarantee Only 





$1.00 ppd 


MICHAEL CHIOS 
321 Acre Lane, Dept. T, Hicksville, N.Y. 











CENTERING MADE EASY! 
Re Dea 


onds! Headaches 
of backspacing, 
counting, adding, 
dividing are 
eliminated. Just 
measure head- 
ing, start typing 
at number you read on scale. That's all you 
do! It’s the biggest boon to secretaries in 
years. Easy instructions on how to center pica, 
elite or variable spacing typefaces permanently 
imprinted on durable plastic scale. Just $1.00, 
postpaid, and satisfaction is guaranteed! 


Stenographic Centering Scales 
Dept. T, 1511 N. Algona Street 
Dubuque, lowa 





REMOVE 
FINGERS 


POLISH ON 10 
IN 2 MINUTES 


Removes polish from your 
nails instantly, completely, 
neatly. No mess or fuss. Just 
insert finger, move brush up 
and down several times and 
polish is completely removed. 
Made of unbreakable plastic. 
$2.45 ppd. 


The Liehr Co., Box 
1545, Hollywood 28, 
Calif. 

















Destroy unwanted hoir PERMANENTLY. Use con- 
veniently ct home. When you hove read our 
7 instruction book carefully and learned to use 
the new Mahler Epilator safely and efficiently, 
¥] then you can remove unwanted hair FOREVER. 
MONEY-BACK GUARANTEE (Our 76th Yeor). 
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TAKE OFF 
UGLY FAT 










for a Glorious Figure 
$25.00 VALUE 
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I 
Fed. tax Add 50¢ postage 
@ Aids circulation—relaxes! No COD's please 


ELECTRIC GLORIFIER MASSAGER 


Gets at the strategic spots—tummy, hips, thighs. 4 rubber 

rollers vibrate flabby tissue—2-way action takes off inches 

Same type massage costs just as much per massage in 

fashionable a — off switch. AC. Fully U.L. approved. 
ney-back Guarantee 


JAY NORRIS o., “87 - TD Broadway, New York, N. Y. t 
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@ Take off fat where it 
shows 





SECRETARIES’ SECRETARY, the “Tele 
Pad.” handsome gold-tooled leather. 
Comes in all standard telephone colors; 





fits any phone. Always at your finger tips 

magnetized pencil, gold-plated dialer, 
125 marked message sheets. Well worth 
$6.95. Available at fine stores throughout 


the country. 


CERAMIC TILES to hang on your wall 
and/or use under hot dishes. Take your 
pick of styles 
Number 1 


modern or traditional. 
: Zebra, Doe and Fawn in gold 





: Old Kitchen Stove 
and Spinning Wheel, in black, red, and 


on white: Number 2 


green on white. Only $2.50 a pair, ppd.: 
from Richard W. Johnson, Dept. TS, 34 
Coe Ave., Portland, Conn. 


TWO-IN-ONE FAN to use anywhere, any- 
time of the year. Cools in summer, ven- 
tilates in winter. Easily converted from 
intake to exhaust, from window to port- 





Child-proof grill. 


able model A $49.95 
value for just $9.95 plus $1 postage; from 
Jay Norris Co., Dept. TS, 487 Broadway, 


New York 13. N. Y. 











BOOK MANUSCRIPTS 


CONSIDERED 


by cooperative publisher who offers authors early 
publication, higher royalty, national distribution, 
and beautifully designed ks. All subjects wel- 
comed. Write, or send your MS directly. 
GREENWICH BOOK PUBLISHERS, INC. 
Atten: MR. BIDDLE “eo FIFTH AVE. 
NEW YORK 117, Y 

















SO YOUR CLOTHES ARE 
RIGHT--Hoir is right-- 
HOW ABOUT THE 
CIGARETTE STAIN 
NO ACID - NO BLEACH - NO Pumice |} ON YOUR TEETH? 
eX-STAYN keeps teeth free. Slip a dollar 

in the mail —, Know you ore right a4 
all the way Mon Back Guorontee. No Z 
C.0.D.'s. DESERT DISTRIBUTORS, Post | 
Office Box 1105-T, Apple Valley, Calif. 
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SECRETARIAL SALARY STATISTICS 


Interested in how much secretaries & stenos earn 
in Los Angeles & San Francisco? We have au- 
thentic up-to-date figures. Write today for our: 
Salary Survey (1. 00 ) Senet em 
Job Prospects. in Californie (1.00). Business 
Research Associates Incorporated, P.O. Box 7093, 
Long Beach 7, California. 
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iy NEW ‘iseatinc MASSAGE PILLOW 


Enjoy SALON-TYPE cidREDUCING 


in the privacy of your own HOME 


| HIPS—THIGHS 
LEGS —TUMMY 


Just use it a few minutes daily. A soothing massage 
with the Niresk magic-massager breaks down fatty 
tissues, tones the muscles, firms sagging skin. 


AND RELIEVE 
MUSCULAR ACHES 
AND PAINS 








Gives 7200 vibrations per minute with 110 square 
inches of vibrating surface on each side. Enjoy 
the benefits of relaxing, soothing massage. Simple 
to use—just plug in and relax. 


RELIEVE ss 





Use this scientific new magic-massager 

with zipper, washable cover on FREE-trial 
basis because we know that its first thrilling 
demonstration on your own body will 
thoroughly convince you of its effectiveness. 


DO YOU FEEL— 


Tired? Rundown? 
Flabby? Soft? Lack of Pep? 


Try the Niresk magic-massager filled with soft foom that 
breathes—on our absolute, 10-day money-back guarantee. 
It’s simple to use—simply snap on and off switch and you'll 
be amazed with the results. Guaranteed 3 full years. 


NEW ELECTRIC MASSAGER HELPS — 


@ SLIM, TRIM, SLENDERIZE 
@ SPOT REDUCE YOUR BODY 

@ RELIEVE MUSCULAR ACHES and PAINS 

@ INCREASE BLOOD CIRCULATION 

GETS TIGHTNESS OUT OF NECK MIRED ACHING FEET @ AID IN RELIEF OF TENSION and FATIGUE 
@ INDUCE DEEP RESTFUL SLEEP 


_ See SENT ON APPROVAL 





Le 





RELAXES ACHING 
BACK MUSCLES 





a. 














EASES NERVOUS TENSION | NIRESK INDUSTRIES, DEPT. MAD-5, Chicago 47, Illinois 
HELPS REDUCE | Please rush the Niresk Electric Magic-Massager for 10-day trial. 
AND FIRM HIPS 1 enclose $4.95 plus 50¢ postage and handling. If not delighted, 
| | may return magic-massager within 10 days for prompt return 
USED BY THOUSANDS of full purchase price. 
OF MEN AND WOMEN | | 
THROUGHOUT THE | 
Address = 
UNITED STATES | 
— = City State antpemiiemaian 
USCLES oo . 
| | | enclose $4.95 plus 50¢ postage and handling 
NIRESK INDUSTRIES, Chicago 47, illinois , [] Ship C.0.D.—plus postage and handling 
June, 1958 39 
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The Results 
Of the 49th Annual 
GA Contest 


BY FLORENCE ELAINE ULRICH 


Director, Gregg Awards Department 


@ it WAS A GREAT CONTEST! 

Perhaps the most thrilling experience we have had in 
a long time was when Carol Baclig, a junior student at 
Hilo Commercial College, Hilo, Hawaii, was unanimously 
chosen by the contest committee of examiners as winner 
of the Grand Prize in the OGA Contest for having written 
the best specimen of notes submitted. 

This accomplishment proves once again the beginners 
can be trained to write superior notes early in the course, 
thereby laying the groundwork for a substantial structure 
for secretarial success. 

Congratulations to Miss Baclig and her teachers—and 
to all contestants and teachers who helped to make this 
contest such a success. 

We know Greggites are enthusiastic, and enthusiasm has 
always run very high in the OGA contests. This year was 
no exception. Our mail was packed with wonderful letters 
from teachers, students, and secretaries; and from short- 
hand writers who read and write Gregg as a hobby. 

We must publish the names of many winners so our 
comments necessarily are brief. 

But we do congratulate you, not only for making this 
contest a whopping success, but also for demonstrating an 


excellent job of teaching and writing shorthand. 
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GRAND PRIZE 


Carol Baclig 


Student Division 





' 


Yoshimi Nagasako 
Ist Place 


Stenographic Division 





June Miura 
Ist Place 


Teacher Division 





Irene Creager 
Ist Place 


Hilo, Hawaii 


Volanda Crome 
2nd Place 


GRAND PRIZE 


Hilo Commercial College 





Mineyo Kadota 
3rd Place 





Marjorie E. Lilley 
3rd Place 





Paul Krisanamis 
2nd Place 





Sister M. Lois 
3rd Place 
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Public High School 
Division 
Marysville High School 


Marysville, Kansas 


Parochial School 
Division 


St. Mary’s Academy 
Cristobal, Canal Zone 





EE 


Collegiate Division 


Oregon State College 


Corvallis, Oregon 


: : » a ti 
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International 
Division 
Saint Anne Academy 


Montreal, Quebec 
Canada 
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SCHOOL DIVISION WINNERS 


Grand Prize 


Silver Loving Cup to the School and a $100 U., S. 
Savings Bond to the Teachers 
Hilo Commercial College, Hilo, Hawaii; Daisy E. Conquest and 
Dorothy M. Jaeger, teachers 


Divisional Prizes 
Top Places 


First-Prise Trophy Cup to the School, and a $25 U.S. Savings Bond 
to the Teacher or Group of Teachers 

Pusuic Hicu Scnoot Division: High School, Marysville, Kansas; Irene 
Creager, teacher 

PARocHIAL Scnoot Division: St. Mary’s Academy, Cristobal, Canal Zone; 
Sisters M. Heribertha and M. Stanislaus, teachers 

Cotveciate Division: Oregon State College, Corvallis, Oregon; Mrs. Louise 
Orner, Mrs. Hilda Jones, Dr. Lloyd Larse, teachers; Theodore Yerian, 
Head of Departments 

INTERNATIONAL Division: Saint Anne Academy, Montreal, Quebec, Can- 
ada: Sisters Mary of Bethlehem, Mary Monique du Rosaire, Mary Laure 
Therese, Mary Therese de la Providence, Gerard Marie, Mary Rose 
Paulina, and Mary Madeleine du Calvaire, teachers 


Second-Prize Wall Plaque to the School, and the Desk Pad, 
“My Week.” with Magnetic Pencil, to the Teacher or Teachers 
Pustic Hicu Scuoor Division: High School, Shinnston, West Virginia; 
Mrs. Velma Love, teacher 
ParnocutAaL ScuHoot Diviston: John Carroll High School, Birmingham, 
Alabama; Sister M. Mildred, teacher 
CotueciatTe Drviston: East Carolina College, Greenville, North Carolina; 
Audrey V. Dempsey, Lena C. Ellis, and James L. White, teachers 
INTERNATIONAL Dtvyision: ASsumption Commercial College, Bangkok, 
Thailand: Brother Robert, Mr. R. Sanan, Mr. P. Vichitr, Mr. P. Phairat 
Krisnamis, teachers. Brother Rogatien, chairman 


Third-Prize Wall Plaque to the School, and the Desk Pad, ““My Week,’ 
with Magnetic Pencil, to the Teacher or Teachers 
Pustic Hicn Scnoor Diviston: Wallace Rider Farrington High School, 
Honolulu, Hawaii; Caridad Martin, Jean Sakai, Florence Yamada, and 
Alice Fukunaga, teachers 
PanocutiaAL ScHoot Division: Alvernia High School, Chicago, Illinois; 
Sisters M. Wilbert and Cecilia Marie, teachers 
CoiLeciate Drvision: State Teachers College, Bloomsburg, Pennsylvania; 
Walter S. Rygiel, teacher 


INTERNATIONAL Drvision: Driscoll Institute of English, Quebec, P.Q.., 
Canada; Dr. Alma Driscoll, Huguette Bedard, Shirley Lennon, and 
Mrs. Marilyn Driscoll, teachers 


PRIZE-SCHOOL BANNERS 


Next Five Places 
Banner to the School, and the Desk Pad, “My Week,” 
with Magnetic Pencil, to the Teacher or Teachers 


Pustic Hicu Scuoor Division: High School, Albuquerque, New Mexico; 
Lillian M. Kieke and Juanita Patterson, teachers 


High School, Everett, Washington; Rita M. Reel, teacher 
Franklin Senior High School, Stockton, California; Mrs. Ruth M. Davis, 


teacher 

Hershey Senior High School, Hershey, Pennsylvania; Joseph E. Sopko, 
teacher 

El Dorado County High School, Placerville, California; Elsie M. Kein, 
teacher 


ParnocuiaAL Scnoot Division: Notre Dame High School, Central Falls, 
Rhode Island; Sisters Marie Paul Edward and Marie Therese des Lys, 
teachers 

Catholic High School, Altoona, Pennsylvania; Sisters M. Germaine and 
M. Lois, teachers 

Notre Dame High School, Southbridge, Massachusetts; Sister Mavic-de- 
Lourdes, teacher 

Good Counsel High School, Chicago, Illinois; Sister Mary Doloretta, 
teacher 

St. Mary Cathedral High School, Lansing, Michigan; Sister Alice Jerome, 
teacher 


Cotveciatre Division: Hesser Business College, Manchester, New Hamp- 
shire; Mildred Goff, teacher 
City College, Long Beach, California; Irma Himmelbauer, teacher 
North Carolina College, Durham, North Carolina; John V. Turner, 
teacher 
College of William and Mary, Williamsburg, Virginia; Edril Lott, 
teacher 
Dunsmore Business College, Staunton, Virginia; Mrs. Margaret L. 
Halterman, teacher 


INTERNATIONAL Division: St. Anthony’s School, Teluk Anson, Perak, Ma- 


laya; Brother Benignus, teacher 
Saint Anne Academy, Rawdon, Quebec, Canada; Sisters Marie Sylvio 
and M. Lucien Marie, teachers 





American Dominican Academy, Vedado, Havana, Cuba; Mrs. Yolanda 


V. Piedra, teacher 


St. Mary’s Acedemy, Windsor, Ontario, Canada; Sister Eulalie of 


Rome, teacner 
KCCI Gregg Steno School, Kobe, Japan; J. A. Azegami, teacher 





INDIVIDUAL WINNERS 


Grand Prize 


Silver Loving Cup 
Carol Baclig, Hilo Commercial College, Hilo, Hawaii 


Student Division 
Top Places 


Fmst Prace—Silver Loving Cup—Yoshimi Nagasako, Hilo Commercial 
College, Hilo, Hawaii 

Seconp PLace—Sterling-Silver OGA Lavaliere—Volanda Crome, Marysville 
High School, Marysville, Kansas 

Turrp PLace—Esterbrook Fountain Pen Desk Set—Mineyo Kadota, Hilo 
Commercial College, Hilo, Hawaii 


Next Ten Places 

Desk Pad, **My ® eek” 
Barbara Batzel, State Teachers College, Bloomsburg, Pennsylvania 
Mary Cox, St. Mary Cathedral High School, Lansing, Michigan 
Phyllis Brown, Catholic High School, Altoona, Pennsylvania 
Nancy Mirda, Chaffey High School, Ontario, California 
Janisse, St. Mary’s Academy, Windsor, Ontario, Canada 
udy Bielecki, St. Mary’s Girls’ High School, Phoenix, Arizona 
Olimpia Sigarroa, American Dominican Academy, Vedado, Havana, Cuba 
Marilyn Madej, Penn Senior High School, Verona, Pennsylvania 
Denise Berrigan, St. Anne Academy, Montreal, P.Q., Canada 
Seiko Kawamura, KCCI Gregg Steno School, Kobe, Japan 


Stenographer Division 
Top Places 


First Prace—Silver Loving Cup—June Miura, 398 Kilauea Avenue, Hilo, 
Hawaii 

Seconp PLace—Sterling-Silver OGA Medal—Charoon Thapchatree, Golden 
Sound Radio Ltd. Partnership, 1456 Bangruk New Road, Bangkok, 
Thailand 

Turep PLace—Esterbrook Fountain Pen Desk Set—Marijorie Estes Lilley, 
¢ o ~—y & Bunn, Attorneys, 845 Insurance Bldg., Raleigh, North 
Jaroina 


Next Ten Places 
Desk Pad, *“My Week” 


Tisuk Thapchatree, Sri Bhan Company, Ltd., 564 Saochingcha Cross, 
Bantanao Road, Bangkok, Thailand 

Mrs. Myrtle Dobbs, Bureau of Indian Affairs, Seattle, Washington 

Carmen D. Camacho, Caribbean Army & Air Force Exchange Service, 
Panama, Fort Clayton, C. Z. 

Margarita Wengenmayr, American Forest Products Corp., San Francisco, 
California 

E. Albuquerque, No. 9 Still Road, Singapore 15 

Mrs. Joan Hanna, 610 S. Glover, #12, Urbana, Illinois 

Rosie Belle Packard, c/o Dubord & Dubord, 44 Elm Street, Waterville, 
Maine 

— Laurette Smith, 1412 Poinsettia Avenue, Manhattan Beach, Cali- 
ornia 

Hilda N. Peirce, Arthur D. Little, Inc., Boston, Massachusetts 

Kongwathana Dhapchatree, 564 Saochingcha Cross, Bantanao Road, Bang- 


kok, Thailand 


Teacher Division 
Top Places 


Fist Prace—Silver Loving Cup—Irene Creager, High School, Marysville, 
Kansas 

Seconp Priace—Sterling-Silver OGA Medal—Paul Phairat Krisanamis, As- 
sumption Commercial College, Bangkok, Thailand 

Tump PLace—Esterbrook Fountain Pen Desk Set—Sister M. Lois, Catholic 
High School, Altoona, Pennsylvania 


Next Ten Places 
Desk Pad, “My Week” 


Sister Marie-de-Lourdes, Notre Dame High School, Southbridge, Massachu- 
setts 

Dorothy M. Jaeger, Hilo Commercial College, Hilo, Hawaii 

Dr. Lloyd Q. Larse, Oregon State College, Corvallis, Oregon 

Audrey V. Dempsey, East Carolina College, Greenville, North Carolina 

Huguette Bedard, Driscoll Institute of English, Quebec, P.Q., Canada 

Nellie V. Smith, Girls’ Industrial School, Beloit, Kansas 

Mrs. Margaret B. Lotz, Howard County Senior High School, Ellicott City, 
Maryland 

Helen L. Grinnell, Orange Township Consolidated School, Waterloo, Iowa 

John V. Turner, North Carolina College, Durham, North Carolina 

Donald A. Kessler, Joint High School, Lewisburg, Pennsylvania 


SECOND PLACE °* Parochial School Division 
John Carroll High School, Birmingham, Alabama 































SECOND PLACE * Public High School Division * Shinnston, West Virginia 


RUNNERS-UP—ALL SCHOOL DIVISIONS 


Banner to the School (listed geographically) and a Fountain Pen Desk Set to the Teacher or Teachers 


St. Mary’s Girls’ High 
School, Phoenix, 
Arizona; Sr. Mary 
Adella, teacher 

Joint Union High 
School, Galt, Cali- 
fornia; Mrs. Audrey 
O. Reed, teacher 

Glendale College, 
Glendale, California; 

rs. Margaret 
Thompson, teacher 

Union High School, 
Manteca, California; 
Marion Lothrop, 
teacher 

Union High School, 
Porterville, Califor- 
nia; Barbara Hersh- 
berger and Mrs. 
Marjorie Bate, teach- 
ers 

Notre Dame High 
School, San Jose, 
California; Sr. Mary 
Reginald, teacher 

St. Thomas Aquinas 
College, Ottawa, 
Ont., Canada; Sr 
M. Jean-Robert, 
teacher 

Roosevelt High School, 


Honolulu, Hawaii; 
Vera Gustafson, 
teacher 


Lourdes High School, 
Chicago, Illinois; Sr. 
Mary Luella, teacher 

Catholic High School, 
Decatur, Indiana; 
Sr. M. Aquin, teach- 


eT 

Emerson High School, 
Gary, Indiana; Ber- 
nice R. Beeler, 
teacher 

Ce orge Roge rs ( lark 
School, Whiting, In- 
diana; Joan M. 
Coughlan, teacher 

High School, Bloom- 
field, lowa; Vera 
Ritzinger and Allan 
Pedrick, teachers 


Immaculate Concep- 
tion Academy, Dav- 
enport lowa; Sr 


Mary St. Monica 


teacher 

Girls Catholic High 
School, Hays, Kan- 
sas; Sr. M. Petro- 
nilla, teacher 

Jesus Mary Academy, 
Fall River, Massa- 
chusetts; M. St. 
Laurent, teacher 

Precious Blood High 
School, Holyoke, 
Massachusetts; Sis- 
ters M. Perpetue, 
Lilliane Marie, and 
Mary Henry of Jesus, 
teachers 


Saint Anne Academy, 
Marlboro, Massa- 
chusetts; Sr. Marie 
Anne Liliane, teach- 


er 
Saint Joseph Academy, 
Salem, Massachu- 
setts; Sisters Marie- 
de-Loyola and Ma- 
rie - de -la- Redemp- 
tion, teachers 
Bartlett High School, 
Webster, Massachu- 
setts; Marion W. 
Currier, teacher 
High School, Deer 
River, Minnesota; 
Mrs. Gertrude A. 
Dawson, teacher 
Technical High School, 
St. Cloud, Minne- 
sota: Mary A. AIl- 
meter and _ Lois 
Siepp, teachers 
High School, Willmar, 
Minnesota; Edith M. 
Johnson, teacher 
Cathedral High School, 
Omaha, Nebraska; 
Sr. Marie Timothy, 


teacher 
Senior High School, 
Concord, New 


Hampshire; Mrs. 
Flora K. Campbell 
and Mrs. Velma R. 
Rich, teachers 

St. George High 
School, Manchester, 
New Hampshire; Sr. 
M. of St. Joseph Ar- 


mand, teacher 


High School, Somers- 
worth, New Hamp- 
shire; Martha A. Le- 
febvre and Palma 
Descheneaux, teach- 
ers 

Immaculate Heart of 
Mary Academy, 
Buffalo, New York: 
Sisters Mary Liliose, 
Mary Louise, and 
Mary Peter, teachers 

Garfield Heights High 
School, Cleveland, 
Ohio; Ann Net ille ° 
teacher 

Notre Dame High 
School, Hamilton, 
Ohio; Sr. Elise, 
teacher 

St. Mary High School, 
Cincinnati, Ohio; 
Sr. Miriam and 
Gloria Weber, 
teachers 

Senior High School, 
Tigard, Oregon; 
Nellie Elwert and 
Betty Stratford, 
teachers 

Pan American Insti- 
tute, Panama, Re- 
public of Panama; 
Georgiana’ Flye, 
teacher 

Colegio San Vicente, 
Panama, Republic 
of Panama; Ina 
M. Constable de 
Thorpe, teacher 

St. Cyril Academy, 
Danville, Pennsyl- 
vania; Sisters M 
Beatrice and M. Lil- 
liana, teachers 

J. P. McCaskey High 
School, Lancaster, 
Pennsylvania; Sara 
F. Diller, teacher 

High School, Monon- 
gahela, Pennsylva- 
nia; Irene Robert- 
son and Harriet 
Craig, teachers 

Cardinal Dougherty 
High School, Phila- 
delphia, Pennsylva- 
nia; Sisters Cath- 
arine Anita and 


Marie Lawrence, 
teachers 

Sacred Heart High 
School, Pittsburgh, 
Pennsylvania;  Sis- 
ters M. Perpetua 
and Barbara Mary, 
teachers 

St. Justin High School, 
Pittsburgh, Pennsyl- 
vania; Sr, Myrene, 
teacher 

St. Wendelin High 
School, Pittsburgh, 
Pennsylvania; Sr. M. 
Sebastian, teacher 

Penn Hills High 
School, Verona, 
Pennsylvania; Mrs. 
Jan Kocur and Mrs. 
Helen Saunders, 
teachers 

University of San Car- 
los. Cebu City, 
Philippines; Perfecta 
Guangco, teacher 

High School, Arling- 
ton, Texas; Mrs. 
Cloye Sherrod, 
teacher 

Lamar State College of 
Technology, Beau- 
mont, Texas; Mrs. 
Norma §S. Hall and 
Jeannette Wright, 
teachers 

Judge Memorial Cath- 
oliec High School, 
Salt Lake City, 
Utah; Sr. Josephine 
Marie, teacher 

St. Mary's High School, 
Christiansted, St. 
Croix, Virgin Is- 
lands: Mother Mary 
Hendrika, teacher 

South Kitsap High 
School, Port Or- 
chard, Washington; 
Martha A. Pattison, 
teacher 

High School, We- 
natchee, Washing- 
ton; Cathleen Bab- 
cock, teacher 
Eau Claire, Wiscon- 

Regis High School, 
sin; Sr. M. Denis, 
teacher 
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THIRD PLACE + Public High School Division * Wallace Rider Farrin 
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Le on-Monroe i 
School Monroe V 
Theima Bowyer, teact 


Oregon 


Mary j College 
Mary rst; Mrs. Lau 
A Crs nd N 
1 ‘ MV i 
St Mary Aca 
Portland Sy VU 
Jos n teache 


Senior High School 
aston M Kathryr 
Newman Edith il 
bright, Mary Schroe 
ler, and Jessie F ni 
nfield, teachers 
Divine Redeemer Acad 


emy Klizabet S 
Mary Alice acl 
Mercyhurst College, Eri 

Sy Vl teuir ‘ r 


Sr. M. Antonia, teacher 
fald Eagle-Nittany Higi 
School Mil Hall 
Mrs Jessie P. Core, 


teacher 
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Philippines 
Rodriguez Vocational 


Rhode Island 


S ed Heart High School 
Pawtucket Sisters An 
James and Vary 

Jear teachers 


South Dakota 
Black Hills Teachers Col- 


Spearfish Eve- 


l n 1 lliott, teach 


Alabama 


High School, Montevallo; 
Susie DeMent, teacher 


Alaska 
High School, Mt Edge- 
cumbe Burdie Me- 
Neill, teacher 


Arizona 


High School, St Mi- 
chaels; Sy VW John 
Vichael, teacher 

High School, Superior; 
Mrs. E. Zoe Winters, 
teacher 

Pueblo High School, Tue 
mn Wanda N icoson, 
teacher 


Arkansas 


St. Anne’s Academy, Fort 
Smith; Sr. M. DeSales, 
teacher 

Scholastica Academy, 
Fort Smith; Sr. Mary 
indrew, teacher 


California 
Union High School, Arroyo 
Grande; Nellie R. De- 
vritt, teacher 
Burroughs High School, 
China Lake; Mrs 
Doris Pierson, teacher 
Our Lady Queen of the 
Angels High School, 
los Angeles Nr M 
Francella, teacher 
Bishop O’Dowd High 
School, Oakland: &y 
M. Francita, teacher 


Canada 


St Michaels Academy, 
Chatham, N. B Mrs 
Raymond J. Pyne, 
teacher 

Holy Rosary Commercial 
School, St Stephen 
N. B.; Sr. M. Helena, 
teacher 

Provencher Collegiate 
High School, St. Boni- 
face, Manitoba; Bro 
Gerard, teacher 

cademy Mount St. Vin 
cent, Halifax, N. 8S 

Sr. Joseph 
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Texas 
Lawrence D. Bell High 


School Hur Vrs 
Murl K. Howard, 
teacher 
Vermont 
High School, Bellow 
Falls Catherine Sar 
Virginia 
Elizabeth Brant School of 
Business, Staunton 


Mrs Elizabeth Brant 
teacher 


Virgin Islands 


St Patrick’s School, 
Frederiksted, St. Croix; 
S Mary Leon teacl 


er 


Washington 
High School, Okanogan; 
Blanche Knighton, 


teacher 


teacher 

Our Lady of the Sacred 
Heart Convent, Ottawa, 
Ont. ; Sr Gieravrd de 
Marie, teacher 

Peterborough Business 
College Lid., Peter 
borough, Ont Marga 
ret A. O. Battersby and 
Zella Lawrence, teach 
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Holy Angels Academy, 
St. Jerome, Terrebonne, 
Quebec; Sv. Mary Anne 
Laura, teacher 


Colorado 
St. Mary's High School 
Colorade Springs Ny 


Mary Aline, 

Eagle County High Sehool, 
Gypsum; Joanne Lin 
der, teacher 

St. Anthony High School, 
Sterling Sr Vary 
Laurene, teachet 

St. Mary's High School, 
Walsenburg ; Ny M 
Bonaventure, 


teacher 


Connecticut 
High School, Simsbury; 
Mra ida A Curtiss, 
teacher 
Stafford High School, 
Stafford Springs Vrs 
Jeanne F Nichols, 
teacher 


Cuba 


Merici Academy, Havana; 
Edelmira Sabi, teacher 


Florida 
High School, Anthony; 
rs. Louise N De 
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Technical High School. 
Miami; Linda Sweig, 
teacher 


Our Lady of Perpetual 
Help Academy, Tampa; 


Sr. Daniel Marie, 
teacher 
Georgia 


High School, Blackshear ; 
Mrs. A. D. Strickland, 
teacher 
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Holy Ange High School 
Seattle S Voria Ge 
rettt, teacher 
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West Virginia 

High School Coalton;: 
Mrs. Margaret P. God- 
din, teacher 

Weir High School, Weir 
ton Vir m Mehl, 
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High School, Wellsburg: 
Mrs Marion Fresh 


water, teacher 


Wisconsin 


High Schor Elkhorn ; 
Vrs Girace Wheeler 
Vewman, teacher 

Aquinas High School, La 
Crosse: Sr. M. Judine, 
teacher 

High School 
Miriam 
teacher 

Madonna High School, 
auston Sr Mary 
Paul, teacher 


Marinette ; 
Frothingham, 
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Hawaii 
Technical School Kahu 
lui, Maui; Mra. Jessie 
WMuramaru, teacher 
St Anthony Girls School, 
Wailuku Maui Sr 
Vary Jude, teacher 
Castle High School, Ka- 
neohe, Oahu; Elsie AK. 
Carter, teacher 


Idaho 


Blackfoot ; 
Helen Kotter, teacher 
High School, Middleton; 
rs. Louise Lindauer, 
teacher 


Illinois 


Community High School, 
Beason: Mrs ilma 
Lee Hacker, teacher 

Schlarman High School, 
Danville; Sr. M. Ann 
Virginia, teacher 

St. Anthony High School, 
Effingham; Sy M 
Francelle, teacher 

Township High School, 
Evanston; June Leddy 
and Mrs. Elaine Van 
Hoozen, teachers 

Senior High School, Free- 
port; Frances Ritz- 
inger, teacher 

Community Unit Schools, 
Marshall Mre Mil 
dred BR. Bush, teacher 

Muldoon High School, 
Rockford Sr Marie 
James, teacher 

Woodland High School 
Streator; Georgia Pow 
ell, teacher 

Wesclin Senior High 
School, Trenton; Do 
lores Osborn, teacher 

Mallinckrodt High School, 
Wilmette; Sr. M. 


Charlotte, teacher 


Indiana 


High School, Danville; 
Mrs. Bonnie Eggers, 
teacher 

Academy of the Immacu- 
late Conception, Ferdi- 
nand; Sr. Mary Carmel 
and Louise Freese, 
teachers 

St. Ferdinand High School, 


Ferdinand Sr Vary 
Carmin, teacher 
Eel River-Perry Consoli 
dated School, 
town; Donald EB. Steb 
ing, teacher 
St. Joseph's High School, 
Bena Mre 
Charles K. Allen, teacher 


Iowa 


St. Edmond High School, 
Fort Dodge; Sr. Philo 
mene, teacher 

Aquinas High School, Fort 

adison; Sy Vary 
Louise, teacher 


Kansas 
High School, Burlington; 
Velhbourne elson, 
teache 
High School, Pawnee 


Roc! Vrs Aline 
Schmitt, teacher 
High School, St. Marys; 
Shorthand Teacher 
High School, Silver Lake; 
Ura Plaster, teacher 


Kentucky 


Bethlehem Academy, 


Bardstown: Ar Murte 
Barbara, teacher 
Lindsey Wilson College, 


Columbia; Marcella J. 
Clark, teacher 

Central High School, 
Louisville; Mrs. Irma 
H. Farthing, Mra. Mil 
dred W Griffin, and 
Mre. Laura B. Frazier, 
teachers 

Loretto High 
Louisville; Ar 
ignes, teacher 


School, 
Teresa 


Louisiana 
Academy of the Holy An- 
gels, New Orleans; Ar. 
M. of St. Louise, teach- 


er 

High School, Springhill; 
Mrs. Victor Butts, Jr., 
teacher 


Maine 
High School, Bangor; 


Mra. Dorothy Lord, 
teacher 
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Veckys, teacher 
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pey, teacher 
Joseph's Catholie Cen- 
tral High School, Pitts 


field; 
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North An- 


T. Tor- 


William 


James, teacher 


Clare 


Hig 


Roslindale ; 
Dosithea, teacher 
Patrick's High School, 


Roxbury ; 


Sr 


rion, teacher 
Charles Borromeo High 
High School, Waltham; 


Sr M 


teacher 
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h School, 
Sr. Mary 


Rita Ma- 
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Marie, teacher 

High School, Gwinn: Mrs 
Edythe Haynes, teacher 

Suomi College, Hancock: 
Mre Ircin H. Peter, 
teacher 

Senior High School, Mid 


land; Laila hakkuri, 
teacher 

St. Mary Academy, Mon 
roe Ni \ iones, 
teacher 

Beal City High School, 
Mt Pleasant Mre 
Dorothy Moore teacher 


St Joseph Hig 
Saginaw: Ar. M. Theo 
phane, teacher 

SS. Peter & Vaul High 
School Saginaw ; Sr 
M. Theodota, teacher 

St. Gertrude High School, 
St Clair Shores Ni 
M. Perpetua, teacher 

Catholic High School, St. 
Joseph Ni Vv Jean 
Ellen, teacher 

High School Trenton: 
Thelma Kerr, teacher 


School, 


Minnesota 


Publie School, Comfrey; 
Russell Paulsen, teacher 

Concordia College, Moor- 
head ilma A. Opdahl, 
teacher 

High School Wabasha; 
Ure Hazel M Bill, 


teacher 
Missouri 
SS. Peter & Paul High 
School, Boonville; Ar 


M. Vincent, teacher 
High School, Doniphan; 
Mra Ethele Hannera, 
teacher 
Ruskin High School, 
Hickman Mills; Arch 
FP. Wrisinger, teacher 
St Marys High School, 
Independence; Sr. M., 
diberta Ann, teacher 
Junior College Joplin; 
Vera vu Steininger, 
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To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 jor each error before dividing by number of minutes. 





(This copy should be double spaced.) 


I wonder whether the old mill still 
stands as it did, hidden from view by a 
thick clump of shade trees. Every sum- 
mer when we visited my uncle, aunt, 
and cousins at their farm, going down 
to explore the old mill was one of our 
favorite occupations. Perhaps it ap- 
pealed to us children so much because 
we had been instructed never to go 
there. The grownups felt it was a de- 
crepit, unsafe place and cautioned us to 
stay away from it. This only added to 
our trips the extra thrill that goes with 
forbidden fun. 

We would finish our farm chores 
early—collecting eggs, weeding the 
vegetable garden, and feeding the live- 
stock. Then my two cousins, my sister, 
and I would hurry down the winding 
road. It was an asphalt road that grew 
extremely hot under the bright noon- 
day sun. I remember that it would burn 
our feet through the rubber soles of 
our sneakers, making us skip quickly 
along. We never minded this discom- 
fort, however. We would run down the 
road, spurred on by the excitement of 
our trip. Soon we turned off onto a nar- 
row dirt path. Up a small rise, around 
a bend, and there, under a cluster of 
elms, stood the abandoned mill. 

It was a wooden building, approxi- 
mately the size of a barn. It had never 
been painted, and its aged wood was 
now dark brown. Two very large doors 
had fallen from its side; all the win- 
dowpanes, too, had been missing for 
many years. Through the various open- 
ings we could see the dark, shadowy 
interior, with glinting sunlight show- 
ing here and there. Up the seven rot- 
ting steps we would run, and there we 
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Words 


were inside the old place at last. 

Straw covered the whole floor, and 
several empty grain sacks lay folded in 
one of the corners. On the walls, yel- 
lowing posters announced the program 
of a summer stock company. All the 
posters were torn and about twenty 
years old; they had faded to the point 
where they were only partially read- 
able. Through the window frames in 
the back the old water wheel could be 
seen—a rusted piece of machinery, now 
embedded in the earth, over which a 
stream of water flowed continually. 
Bits of moss clung to the old wheel. 

We never disturbed anything we 
found there. We never played with the 
grain sacks or pulled down the posters. 
But we did have a game that revolved 
around the old building. We would in- 
vent stories about the place to try to 
satisfy our curiosity. In these fancies 
we would explain who had last used 
the mill and why it had been aban- 
doned. A favorite idea was that some- 
one was still secretly living there, al- 
though we never did see anyone on any 
of our trips. Some of the stories we 
made up involved the theatre posters. 
My cousins had a theory that the build- 
ing had once housed a summer stock 
company, and they could explain where 
the stage was located, how the audi- 
ence sat, and so on. 

This pastime never wearied us. We 
could go on dreaming endlessly of 
fantastic theories. Searching the place 
for clues was fun, too. Often, we 
wanted to ask my aunt and uncle if they 
knew its history, but we knew we 
would surely be scolded for ever having 
gone there at all. 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Ruby Grossman 
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Mrs. Lawrence Dwyer; 112 Stone Drive; Camden, 
Ohio. Dear Mrs. Dwyer: Thank you for your check 
for $100, which will cover a two-week vacation for 
your son at Camp Waltham. 

We’re happy that you have chosen Camp Waltham 
for your son’s vacation. We’re sure he’ll enjoy his stay 
with us under the direction of trained counselors. The 
boys will be divided into age groups, and group coun- 
selors will instruct and supervise all activities. A doc- 
tor and a registered nurse are at the camp at all times. 

As you know, rules and regulations are necessary 
to keep a camp running smoothly. We are therefore 
enclosing a list that includes suggestions for equip- 
ment and rules each youngster will be expected to 
follow. 

We will expect your son at Central Depot, Monday, 
June 30, at 9:30 am. The boys will meet at the infor- 
mation desk. A special bus will take them direct to 
the camp. 

Again, let me tell you how happy we are that you 
have chosen Camp Waltham for your son’s vacation. 
Cordially, Edward R. Litter, Director, Camp Wal- 
tham. Enclosure 
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OAT 
JUNIOR 


Practice this letter as often 
as you wish—-then submit 
the best specimen you have produced. 


To qualify for an award, your 

work must be (1) neat and clear, (2) 
without strikeovers or typographical 
errors, (3) uniformly indented through- 
out, and (4) correctly spelled and 
punctuated. (5) Leave a blank space be- 
tween paragraphs, even in single-spaced 
material. 





TO GET YOUR AWARD 


Mail your work to the Gregg Awards 
Department (16th Fleer, 330 West 
412 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA. OAT, or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. ¢ Be sure your name 
and address appear on your paper. 
© Any group of papers submitted 
should be accompanied by a typed 
list of names, designating the award 
desired by each candidate. ¢ Test ap- 
plications reeeived without fees are 
held thirty days only. * Each Compe- 
tent Typist Test must be certified by 
the timer. The certification should 
read as follows: “I hereby certify that 
I timed this test for exactly ten min- 
utes and that it was written in ae- 
cordance with the rules.” * June copy 
is good as membership tests for OAT. 
CT (page 46), and OGA awards un- 
til September 25, 1958. 











OAT 
SENIOR 


To qualify for the Senior 

Award, candidates must submit the 
Junior Test (above letter’) in addi- 
tion to a corrected copy of the June 
camp rules list that 


appears alongside. 


You may use either plain paper or 
letterhead for the letter, but use plain 
paper for the rough-draft copy. 
Watch placement and space, 

and be sure that you make all the 
corrections indicated. 


Practice the material until you type 
a specimen that represents 
your very best work. 
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ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty $1.39 








Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX CO., Dept. TS-6 


2607 North 25th Ave. ® Franklin Park, Ill. 








SALE 
Typing Speed Tests 


We have some remainder stock of the 
Competent Typist 10-minute Speed Tests 
for quick disposal. In order to make room 
for new stock we offer: 


100 Tests (in multiples of 


ten if desired) $1.00 
500 Tests 3.00 
1,000 Tests 5.00 


If larger quantities are desired, orders 
will be taken at the 1,000-copy rate, 
postpaid. 


This overstock of 20 different tests will 
go quickly. Order promptly to avoid dis- 
appointment. 


NO BILLING PLEASE! 


GREGG AWARDS DEPARTMENT, 
330 WEST 42 STREET, 
NEW YORK 36, NEW YORK 


Please send wwentests in mul- 


tiples of of each issue. 


$ enclosed. 

IIIT sicecsnsccstissnucnciunstsvesedtignciaioascicaueiensietaaeniuedtal 
School 

Address .... 

City....... ZOMG occcsereeve a 
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SECRETARIES TAKE PRIDE in the better 
letters and carbons they produce after a few 
moments use of the new “Speed-Mo” Type 
Cleaner. A press of the finger on the button, 
and the cleaner fluid flows from the bottle 
into the brush. Safe—no unpleasant odor, 
will not harm nail polish. Control dial elimi- 
nates any waste, leakage, or evaporation. 
Shown here, No. 500R with slanted brush 





head for cleaning type of closed-in-front 
typewriters. Price, with extra refill bottle, 
$2.20. (For a sample, send check or money 
order for $2.20. Postage will be prepaid.) 
Manufactured by Rivet-O Mfg. Co., Dept. 
TS, General Office Rohunta Building, 
Orange, Mass. 


SPECIAL—for electri typewriters—a new 
carbon paper. “Electro-Write” has been de- 
veloped primarily for use with an electric, 
but it may also be used with a manual type- 
writer to produce copies that have a typed- 
on-an-electric look. All copies made with 
Electro-Write are sharp and clear, free from 
smudges. Carbon paper is extra long wear- 
ing. From Codo Mfg. Corp., Dept. TS, Leets- 
dale, Pa. 


THE “TAPE PEN” from Chart-Pak, makers 
of pressure-sensitive printed tapes and chart 
materials, is a metal holder-dispenser for the 
company’s line of tapes. Roughly triangular 
in shape, it is easily held and applies tape 
accurately. Simply select the desired pat- 
tern for graph or chart (there are nine now 





available, in addition to a variety of solid 
colors) and roll it on with the Tape Pen. 
Price of “pen,” $6.95; two for $13.00. From 
Chart-Pak, Inc., Dept. TS, Leeds, Mass. 














from the first touch 
of the keys 
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... you'll like 
OLYMPIA’'S 
ease—speed— 


precision ~~¥ 


.. + because Olympia’s Je 
the world’s finest type- 
writer to do —— 
with. Just ask the 
lucky gal who’s using 3 
one. She’ll tell you it’s | 
equipped with every }~ 
worthwhile feature for 
easier, faster, finer : 
typing. Have your boss # 
call nearest Olympia 
dealer for a trial 
demonstration! 

















WRITES BEST OF Ail 
BECAUSE IT'S BUILT BEST OF ALL 


ee 





Nationwide sales and service — 
through authorized Olympia dealers. 


OLYMPIA DIVISION 
inter-Continental Trading Corporation 
90 West Street « New York 6, New York 
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At Leading Stationers 
in Five Degrees: 


1-2-2 2/4-3-4 
Write us,Dept. S, 


for a free trial pencil, 
naming your favorite degree. 









when APPEARANCE 
rests with You— 
Rely on 


Code 


CARBON PAPERS 
AND RIBBONS 


Rest assured—we know you want 
the crispest, sharpest letters in 
the mail. That’s why we have 
researched the problem to the 
N’th degree! That’s why we can 
say, in all sincerity, that a Cedo 
Silk Ribbon, a sheet of Super 
Kote Carbon (used with the 
Carbon Gripper) will perform to 
your complete satisfaction. See 
& for yourself—write us on your 
& company letterhead for samples. 
We'll do the rest! 


Coly~ 


MANUFACTURING CORPORATION 
Factory: LEETSDALE, PA. 

79 Madison Ave., New York 16, N.Y. 

401 Wood St., Pittsburgh 22, Pa. 

564 W. Monroe St., Chicago 6, Ill. 
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TODAY’S SECRETARY 








IT ISN'T 
REALLY WORK 


(Continued from page 17) 





faint the voice on the Dictabelt, I'm as interested in the 
outcome as the eventual reader of the book. When I'm 
transcribing. time just slips away, and frequently the 
phone or doorbell may ring for many minutes before | 
hear it. It’s only then that I realize I’m at the end of 
Chapter 12 and still don’t know whether the heroine will 
work herself out of her dilemma.” 

Evelyn is often asked by other girls what she considers 
the key to successful free-lance secretarial work. “I don't 
know the answer when it comes to being a secretary to a 
businessman. But as far as writers are concerned, the key 
is substituting your work, or entertainment as | think of 
it. for outside social contacts.” 

The pace and pressures on a writer are terrific, Evelyn 
explains. She recalls the time she was working for Jerome 
Weidman on the picture, “The Eddie Cantor Story.” 
Hollywood wanted some re-drafts, and they wanted them 
quickly. Weidman came to Evelyn’s house and began 
dictating to her right at the typewriter. As each sheet 
came off the machine, he would call California and read 
it to a stenographer. The script was finished that day, 
and it received critical acclaim. 

“When I read the reviews, | wondered if the critics or 
the public ever realized how frantically parts of that 
movie were re-written,” Evelyn laughs. 


MEETING DEADLINES has always been the toughest part 
of her job. “Years ago when I was typing the Myrt & 
Marge scripts, we ran into deadline problems almost 
every day. | can remember batting out the finished 
script, driving like mad to the station where I'd button- 
hole a porter on a New York-bound train and tip him 
to deliver the manuscript to a messenger in Grand Cen- 
tral Station. Many’s the day that script arrived at the 
studio minutes before air time.” 

More recently, a writer had to get an article into the 
mail before post office closing time at five. Evelyn worked 
at top speed, but when she finished the last page, she 
realized—to her horror—it was five-thirty. Nevertheless 
she raced to the post office, only to find that the front 
doors were locked. At the rear of the building. however. 
some men were loading mail onto a truck. Evelyn ex- 
plained her predicament and asked them to please weigh 
the package. They did and told her how much postage it 
would require. She then ran to a drugstore, poured coins 
into a stamp-vending machine until she had enough to 
cover the postage, and made it back just as the truck was 
pulling out. The editor had that much needed manuscript 
on his desk the next morning. 

“It’s hectic 


“Often | can see a play or article develop right on my 


but highly satisfying.” Evelyn concludes. 


shorthand notebook. | watch it progress from rough draft 
to finished manuscript on my typewriter. And then | 
have the pleasure of hearing actors speak the words or 
seeing people read the text. Is there any wonder why | 


love every minute of my life as a free-lance secretary ?” 


June, 1958 





These Secretarial Materials can help 
you get a better paying job this fall 


... select the ones that can best help you. 





[|] GREGG SHORTHAND DICTIONARY SIMPLIFIED— 

Gregg, Leslie, Zoubek 
Authoritative, official. In print and shorthand, over 30,000 words, plus separate 
sections on names and abbreviations. Every student and practicing secretory should 
owr one. 336 Pages. List, $3.12. 
[_] MINIATURE—GREGG SHORTHAND DICTIONARY SIMPLIFIED 
Its purse-sized convenience, silvery crisp smartness, and sharp legibility make the 
‘*Miniature’’ an ideal gift for shorthand-writing friends, an appropriate award for 


classroom achievement, a practical reference for your own use. 335 Pages. List, 
$2.90 


[|] 20,000 WORDS, SPELLED, DIVIDED AND ACCENTED—Leslie 

More than one-half million copies of this pocket-sized volume are now in daily 

use. It serves as a handy reference for checxing those transcription essentials. No 

definitions. One of the biggest ‘‘little’’ timesovers in secretarial practice, 249 

Pages. List, $1.40. 

|_|] STANDARD HANDBOOK FOR SECRETARIES—Hutchinson 

The classic in secretarial reference. Packed with current information that will aid 

you throughout your career. Gives you everything: ‘‘who or whom’ to ‘‘setting 

up a financial statement.’’ Lightning indexed. 626 Pages. List, $4.00. 

|_| REFERENCE MANUAL FOR STENOGRAPHERS AND TYPISTS— 
Gavin and Hutchinson 

Teochers and training directors find that a copy of the Reference Manual on the 

desk of every student and secretarial worker saves hours of valuable teaching and 

work time. It’s all right here: dictation and transcription tips, punctuation, gram- 

mer. Topics are numbered and coded for quick reference. 192 Pages. List, $1.36. 

[_] SUSTAINED TIMED WRITINGS: Featuring Typewriting Contest 
Copy by Kimball and Bowle—Grubbs and White 

America’s best timed-writing copy for building and sustaining speed. 42 timed- 

writing selections based on famous Kimball and Bowle copy. Big type. Spiral bound. 

96 pp. List, $1.56. 


[_] TABULATION TYPING—Thompson 


A full treatment of the non-arithmetic easy-way tabulation. Telescopes all procedure 
into 64 pages of intensive, interesting instruction. If tabulation is one of your 
office headaches, here’s the cure. 64 Pages. List, $1.24. 


[_] PROGRESSIVE TYPEWRITING SPEED TESTS—Mount 

Here's the quick new way to step up typing speed: this new book and a few 
painless practice minutes every day! 144 timed writings ranging from 25 to 100 
wam. Modern business vocabulary used throughout. 96 Pages. List, $1.56. 

[_] TYPEWRITING FOR SPEED AND ACCURACY—Rowe 


A comprehensive, all-inclusive drill book desigued to increase speed and occuracy 

at any level of learning. Drill material is interesting and informative. 128 Pages. 

List. $1.72. 

[ ] HANDBOOK FOR THE MEDICAL SECRETARY, THIRD EDITION 
—Bredow 


The key-book to an interesting branch of specialization. Treats everything from 
medical ethics to medical-office bookkeeping. 400 Pages. List, $4.25. 


[_] MEDICAL SHORTHAND MANUAL AND DICTIONARY—Smither 
A reference and practice book that gives comprehensive medical vocabulary, a 
basic knowledge of the formation of medical words and phrases. Detailed cases in 
both Gregg shorthand and longhand. 320 Pages. List, $4.25. 

[_] DICTATION FOR THE MEDICAL SECRETARY—Berger and Byers 


Practice dictation from the three major areas: Physical, General, and Surgical 
Medicine. 313 Pages. List, $3.75. 

[|] OFFICIAL GREGG SHORTHAND NOTEBOOK 

Spiral bound. Pages lie flat while writing. Smooth finished, top-grade paper 
especially suited to pen writing. 70 Sheets. 140 Pages. Your biggest buy in short- 
hand classroom supplies. Per dozen, net, $2.64. One or two gross, per gross, net, 
$28.80. Please add 10 per cent for shipments west of the Rockies. 


[|] OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 


The special glide-oction fountain pen designed by Gregg for the use of shorthand 
writers. Sleek black barrel with perfect shorthand-writing balance. Identified by 
Gregg symbol on the cap. Each pen: $6.50 net. Discount of 20 per cent on orders 
of six or more. 

[ ] ESTERBROOK GREGG APPROVED FOUNTAIN PEN 

Avcilable in black barrel. No. 1555: each pen, net, $2.95. No. 9555: each pen, 
net, $3.55. Renew points available. Discount of 20 per cent on orders for 12 
or more. 


[_] DICTATION TAPES AND DICTATION RECORDS 


A complete line of these modern training aids, available for every level of in- 
struction or practice. Let us send you complete information. 


Clip this list . . . indicate the quantity of each item you need 
- «+ mail it today. 

[] ¢.0.D. [] Remittance enclosed 
Teachers and Training Directors: let us bill you at your 
usual professional discount. 





GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
330 West 42nd St. New York 36, N. Y. 
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Makes New York twice as exciting when 
you stay at the Barbizon—gives you the 
conveniences of a smart hotel, yet Barbizon 
rates are surprisingly low. And how they 
pamper you! Music room, lounges for en- 
tertaining—coflee shop, restaurant, library 
(dandy gift shop too). There’s even a drug 
store, a cleaning service. And you'll love 
your room (with radio—TV, air-condition- 
ing if you like). Saves time and legwork, 
having everything on tap—leaves you free 
to enjoy all the fun going on. It’s such a 
congenial, friendly place. And living at the 
Barbizon, you're conveniently close to 
glamorous stores, cultural centers and 
theatres—right in the heart of things! 


Cool bliss, the Barbizon swimming pool . . . 
or lounging on the roof-terrace where you 
overlook the world’s most enchanting skyline. 


NEW YORK’S MOST EXCLUSIVE 
HOTEL RESIDENCE FOR YOUNG WOMEN 


The Darbizou 


Lexington Ave. at 63rd St. » New York City 
Write for Booklet E 6 
From $4.25 daily + Weekly rates on application 








PROBLEM CLINIC 


(Continued from page 19) 





another secretary's solution might be effective. “When- 
ever the operator would put through a call to my boss, 
I would wait a few minutes after he hung up. Then | 


would call the operator and tell her that my boss was 





annoyed by receiving the call directly and had asked 
me to remind her to give all his calls to me. I kept up 


this gentle nagging until she finally gave in. 


6. The Flamboyant Dresser 

“How does one go about tactfully advising a secre- 
tary on good appearance? This girl wears loud clothes, 
wild coiffures, and too much make-up.” 

So many of us wish to help others. but this is delicate 
ground on which to tread. The subtle way is to set a 
good example. “If that doesn’t sink in.” advised one 
secretary. “and if you are on friendly terms with the 
girl, speak frankly—but in private. Make sure. though, 
that she understands your motive is purely in her 
interest!” 

Other ideas were to: 

(a) Admire—aloud—the well-groomed women in your 
office for their good taste and simplicity of dress. 

(b) Share your magazines like TODAY'S SECRETARY 
with her—to show her good-looking clothes suitable for 
oflice wear. 

(c) Take her to fashion shows for business girls. 

(d) Invite her to secretarial meetings and workshops 
where she'll hear talks on proper grooming and clothes 

and see well-dressed secretaries in the audience. 

(e) Compliment her whenever she wears a more sub- 
dued outfit or hairdo. 




























GY, YZ for type that sparkles 
, like MEW 


Cleans type CLEANERI 
Handy dauber whisks 
away dirt and goo In sec- 
onds! Non-inflammable, 
absolutely safe. Slow- 
evaporating, hence eco- 
nomical. Look for the 
smart new orange-and- 
blue carton on your 
dealer's shelves 


NO CARBON-TETRACHLORIDE 


69¢ at all stationers 
and typewriter dealers 
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Better Carbons 
for 


Better Copies 











Ove 50 Years The Secretary: 
The First Lady 
,, —— of Industry 
x Food Impressee™ and Commerce 
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KEE LOX MANUFACTURING COMPANY ~~ >_— 


CARBON PAPERS AND INKED RIBBONS = 


ROCHESTER 1,NEW YORK 


Sold through KEE-LOX branches and franchised independent stationers 











Say “Dennison” when you want the best in 
Addressing Labels « Mailing Labels « PRES-a-ply Labels 


To Save time Red Bordered labels « file Folder labels 


Mending Tape « Correction Stickers » Correction Tape 


in the office Notarial Seals « Gummed Seals, Stars, Dots, 


Reinforcements, Index Tabs « Index Divider Sets 
Coin Mailing Cards + Paper Fasteners « Key Tags 


use THE Inventory Cards « Metal Rim Tags «+ Shipping Tags 
a 
DENNISON | 
—aae 
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f : : — 
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AT YOUR STATIONER’S RYO 


MANUFACTURING COMPANY 
Framingham, Mass. 
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is your 
\.~, shorthand 

as smooth 
as your 


sheath? 











Notes that are easy on 
the eye are easy on 
you, as well. No 
squinting. No puzzling. 
No trips to the boss for 
clarification. You'll 
get neat, smooth 
writing (35 miles 
of it!) with an 
EAGLE MIRADO 
pencil. The rea- 
son: a MIRADO 
point stays sharp — 
page after page. 
Makes your short- 
hand look good — 
and you, too! 


oO to the pois? 
| EAGLE’ 
MIRADO’ 


STAYS SHARP 
FOR PAGES ! 


taser 


a 


IME EAGLE “CHEMI * SEALED” MIRADO 174 “ERY 2 


EAGLE PENCIL © 
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IMPANY © NEW YORK © LONDON © TORONTO ¢ MEXICO * SYDNFY © BOGOTA 





We'd like to know your opinions about TODAY'S SECRE- 
TARY ... what you like about it and—we're bracing ourselves 

what you don’t like about it. You can help us to put out an 
ever-better magazine, a magazine that will hold more interest 
for you, if you take the time to check off and mail in the 


answers to the following questions. To all who do, our sincere 


thanks. 


Feature | Like Best 


Feature I Like Least 


How Do You Rate the Monthly Departments? 
Must Some Interest Little Interest 
Notes and Quotes 
Secretarial Bookshelf 
Views From Front Office 
Ask the Experts 
ER I eee * eeabadovabeed 
“Human Side” series 
Words Can Be Teasers 


Do you enjoy the “Secretary To” series?—-If so. is there any 
secretary to a celebrity or secretary in an unusual job whom 
you d like to read about? Yes No Subject 


Would you like to see articles on how to improve typing and 


shorthand skills? ii. No 


Good Looks Section 

Is there any beauty problem (skin care, diet, figure faults, 
etc.) that you'd like discussed? 

(re you interested in patterns? Yes i ae 


Would you like to see articles on such diverse subjects as: 


Yes Yes 
Manners ' Money Management 
\utomation International Affairs 
Stocks : Bookkeeping 
Health ' Foreign Secretaries 


\re you more interested in articles that will give you prac- 
tical help on your job or in those that show you how to become 
a better, more interesting individual? 


| ee Individual............ 


Is there any subject we haven't mentioned that you would like 
to see featured? 





Student............ Secretary............ Other 


School or Employer: 


Please address all questionnaires to: Mary Jollon, Editor, 
Today's Secretary, 330 West 42 Street, New York 36, New York. 
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A5678 190 17,100 1,900 
B7689 205 18,450 2,050 
D1756 250 22,500 2,500 


We honestly believe you'll find that 
these stoves offer much more for the 
money than any others on the market. Be- 
cause of this, and to permit the buyer 
his choice of transportation, the re- 
ceiver does pay the charges for delivery. 
They vary, depending on point of de- 
livery, type of transportation, and model 
of range. Therefore, I'll have to give 
you the cost on this later. 

After you've had a chance to look 
over the material, we'd welcome the op- 
portunity to answer any questions you may 
have. As soon as you decide on the stove 
you would like, we'll arrange for ship- 
ment to reach you in June. 

Cordially yours, 


Fewer words. Fuller information. A sales approach. 
More pleasant. Easier to read. 

Now take a few letters out of your file. . . How do 
they measure up when you check them against the 7 C’s? 
Would they be clear to you if you knew little or nothing 
about the subject being discussed? Would you enjoy 
reading them? Would the writer strike you as a “nice 
euy to do business with” ? 

Because... 

That’s what people have to think about you if you 

expect to build your business—and your place in that 


business. 





For Secretaries Only 


If you’re a working gal with ideas, opinions, and a yen 
to vent them. we'd like you to become a member of our 
Readers’ Panel. Your first step will be to fill out this 
form—then from time to time during the year, you'll 
be asked to give your opinion on a specific subject. It 
may be Office Gossip or Devious Dictators. It may be 
the Trapeze Look. Answers will be published in a subse- 
quent issue of TODAY’S SECRETARY—giving our 
readers a stimulating (we hope) pro-con discussion of a 
vital topic. For Panel members it should prove to be re- 


warding, fun, a wonderful chance to have their say. 
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Efficient, clean handling | \ 
Huron Copysette has helped so Lj 
much to make her work day easier, pct atas 
more productive . . . leaving her fresh 


and carefree for the relaxing evening hours. 


Available in Canada through | 
APSCO PRODUCTS, LTD., Toronto, Canada Pad \ 


1 Please send free somples »f HURON COPYSETTE T-6 
‘ 
NAME — = - 
~, ! 
re RON ! COMPANY — 
or 1 
1 STREET 
! city ZONE STATE 
' 


OUR STATIONER 





PORT HURON SULPHITE & PAPER CO. PORT HURON, MICHIGAN 
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\ddress 


Kmployer 


Position Married Single 
\ge Group: 20-25 26-30 31-35 Over 
Live with family with roommate ee 
Education: High School College Business School........ 


Please return to: Mary Jollon, Editor, Today's 


Secretary, 530 West 42 Street, New York 36, N. Y. 
June, 1958 





TY PING THROUGH 


IMPROVED EFFICIENCY 


2% ] = . seu > 
rns © 
SEND REMITTANCE COMPANY 
AND ORDER TO BOX 4072 vEPT. 


TA 
DALLAS 8, TEXAS 





ian PLEASE TYPE OR 


CITY PRINT PLAINLY 
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in - ef - fa - ble 
adj., 


1, inexpressible; out of this world; 2, 


beyond belief; too wonderful for description 


That’s the word for the restful all-day comfort Fine-Rest Secretarial 
Posture Chairs provide. No-sag springs and foam rubber cushion- 
ing give you sure, fatigue-free support all day long. You'll feel fit 
as a fiddle at five. This free-swiveling G/W Fine-Rest posture chair 
is completely adjustable to meet your personal preferences. Smartly 
styled in gleaming aluminum, you have your choice of upholstery 
in dozens of beautiful decorator colors. Send for your free copy 
of the illustrated circular, A-94, today. Write Dept.1-6 


Fine: 


. . . America’s standard of business seating 
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Center High School, Kar 
sas City Mabel Cath 
erine Church and Les- 
lie Denton, teachers 

High School, Lancaster; 
Elsie Deutsachmann 


teacher 

High School, Maysville; 
Urs Ruth Owen, 
teacher 


Assumption High School 
O'Fallon Ss M. Li 
horia, teacher 

Bishop DuBourg High 
School, St Louis Sr 
WV. Ann Cecil, teacher 

Midway School District 
R-2, Stark City Mrs 
Gg i Thomas, teacher 





Montana 
Catholic Central High 
School Billings Si 
inn Jeanette, teache 
Custer County Higt 
School Miles City 


Vrs. Evalyn T. Isaac, 


Nebraska 


High Sehool, David City: 
Vis Idonna Burkhart 
Florell, teacher 

North High School Ge 
neva Mrs inuvela 
Rhynalds, teacher 

Senior High School, Grand 
Island Mrs. Doria J 
Russell, teache 

Nebraska Wesleyan Uni 
versity Lincoln Mrs 


J.C. Swinhank teacher 
High School Newman 
Grove; Mrs. Myra 


Herbster, teacher 


New Hampshire 


Pinkerton Academy, Derry 
Donald H. Pe- 





High School, Dover; Lou- 
R. O'Brien, teacher 
Presentation of Mary Aca 
lems Hudsor Ss 
Francis de Laral, 


teacher 


New Jersey 
Catholic High School 
Camden; Sr Mary 
Gregory, teacher 
Immaculate Conception 
High School, Lodi; 7 
Mary Hedwig, teacher 
Blessed Sacrament School, 
Newark; Sr. Mary Ala 
coque, teacher 
Pope Pius XIL Diocesan 
High School Passaic 
Sr. Maru Aloise, teacher 
St. Mary’s High School 
Rutherford Ni Mau 
reen Anne, teacher 
High School, Sussex; Mrs. 
atherine Post, teacher 


New Mexico 
Gadsden High School, An 
thony ; Mrs Jane L 
Shore, teacher 
New York 


Central School, Bolivar; 
Mrs ilyene Lambert, 


teacher 
St Mary's Pusiness 
School, Buffalo Sr 


Mary Laurellen, teacher 

Academy 
Champlain; Ar Mary 
Vuarguerite, teacher 

High School, Ithaca; Mrs 
Phyllis M. Seager and 
Very Honcharik, teach- 


ers 

Central School, Liberty; 
Mrs. Hannah M. Cal- 
houn, teacher 

High School Niagara 
Falls Virginia Dono- 
hue, teacher 


Senior High School, 
Oceanside; W. Nunnen- 
kamp, Mary Sullivan, 


and Vincent F Naw- 
rocki, teachers 

Central School, Oriskany 
Mrs Laura Hughes, 
teacher 

Arlington High School, 
Poughkeepsie; Edna G 
Vunning, teacher 

Central High School, 
Wellsville; Mrs kve- 
lyn Aldrich, teacher 


North Carolina 


High School, Cramerton; 
Carrie Hickman, teacher 

Copeland High School, 
Dobson: Mrs. Virginia 
R. Jones, teacher 

Louisburg College, Louis 
burg; idelaide John- 
son, teacher 

West Edgecombe High 
School, Rocky Mount; 
Louisianna Queen Hur- 


dle, teacher 

Atkins High School, Win 
ston-Salem; Arlean I 
Dudley, teacher 


North Dakota 


Central High School 
Grand Forks, Alice 
Boen, teacher 

High School, Strashurg; 
Sr Mary Josella, 
teacher 


Ohio 


High School, Ashland; 
Mrs Dorothy East, 
teacher 

High School, Ashtabula 
inn Weog and Mrs 
Helen Casady, teachers 

High School, Brecksville 
Mildred A. Heinemann, 


Wester: Hills High 
School Cincinnati; 
Justine Nester, teacher 

St. Stanislaus High School, 
Cleveland; Sr. M. Car 
mella, teacher 

Continental-Palmer Local 
School, Continental 
Daphna Okuley, teacher 


St Mary High School, 
Lancaster Ny Muory 
Hilary, teacher 

Central Catholic Higt 
School Lima s in 
Colette, teacher 

Fenwick High Schoo 
Middletow: si John 


LaSalle, teacher 

The Jackson-Milton Loca 
School District. North 
Jackson; Mrs Edna 
Goodwin, teacher 

High School, Salineville 
S. R. Davis, teacher 

High School, Shreve; Mra 
‘ern Jones, teacher 

Calvert High School, Tif 
fin: Sr. Mary Barbera 


teacher 
Robert 8S Rogers Higl 
School, Toledo Polly 


Jo Collins, teacher 
Madison Township School 
Trotwood Vrs ira 
Benn, teacher 
Warren G. Harding Sen 
ior High School. War 
ren Mrs Louise A 


Tachugunor, teacher 


Oklahoma 


High School, Huge Mrs 
idelia Kilerease, teach 


er 


Oregon 


Senior High School, Ore 
gon City; Mrs Alice 
P. Shambaugh, teacher 


Pennsylvania 

Rostraver Township Sen 
ior High School, Belle 
Vernon; Mary M. Lu 
ranski, teacher 

Community High School, 
California: Mrs. Lena 
M. Stein, teacher 

Area Joint High School, 
Brookville; Mrs. Maz 
ine Stephens, teacher 

St Sasil’s High School 
Dushore; Sr. M. Geral 
dine, teacher 

Wilson Borough High 
School, Easton; Joyce 
Ek. Hay, teacher 

Joint High School. Lewis- 
burg: Donald A. Ness 
ler, teacher 

Warwick H School, 
Lititz Richard ¢ 
Gaus, teacher 

Nazareth Academy, Phila 
delphia; <r M. Inez 
teacher 

St. Rosalia High School, 
Pittsburgh; Sr. M. An- 
drew. teacher 

Holy Rosary High School, 
Seranton; Sr. M. Dan 
ielle, teacher 

Catholic High School, 
Shamokin; Sr. M. Na- 
talis and Julia Nagle, 
teachers 

St. Joseph Academy High 
School, Titusville; Sr 
M. Francis de Sales, 
teacher 


Rhode Island 


St. Jean Baptiste Acade- 
my, Pawtucket ; Sr 
Irene Therese, teacher 

St. Patrick's High School, 
Providence; Sisters, F 

J., teachers 





South Carolina 


Hanna High School. An- 
derson; Mrs Miriam 
D. Gambrell and Mary 
McConnell, teachers 


South Dakota 


High School, Flandreau; 
Virginia Larson, teacher 


rennessee 
Edmondson School of Busi 
ness, Chattanooga; Mrs 
Pegou B. McCullough, 
teacher 
High School, Milan; Mrs 
John Medlock, teacher 


Texas 
High School Bellville 
Mrs Miriam York, 





Floydada 
Billy Jack Eudy, teact 
er 

High School, Rio Grande 
City Celia M. Gue 
rero, teacher 

Incarnate Word High 
School San Antonic 
Sr lunes Gertrude 


teacher 


Utah 
High School, Ogden: Ve- 
da Mortensen, teacher 


Vermont 


St Josepl Business 
School, Bennington; Sr 

Mary Barbara, teacher 

Sacred Heart i 
New port 
Odile, teacher 

Our Lady of the Snows 
High School, Norton 
Sr M St Paul of 
Rome, teacher 

Braintree-Randolph Union 
High School, Randolpt 
Gladys E. Berry, teach- 
er 


1 School 


Mar ie 





Virginia 
Wakefield High School, 
Arlington; Mrs len 
T. Sullivan, Mrs. Lor 
raine Murtaugh 


ar 
Vr. William H. West 





High School Chathar 


Dunsmore Business Col 
lege, Harrisonburg 
Virginia W Dellinger 


Nelson County High 
School Lovingston 
Mra. Mary C. Roberts, 
teacher 


Washington 


Grays Harbor College, 
Aberdeen G Irene 
Campbell, teacher 

High School, Anacortes 
Vrs. Kathryn Thomas 
teacher 

East High School, Bren 


erton Jessica Steren- 
son, teacher 
High School, Quine 


Mra. Virginia Lombard, 
teacher 
Shoreline High School 
Seattle Mrs Gladys 
Kuyvkendall, teacher 
Senior High School. Wa 
pato Hilda Mesick, 
teacher 


West Virginia 

High School, Kingwood 
"irginia "airfaz 
teacher 

Scott High School, Madi 
son: Mary G idams, 
teacher 

St. Francis High School 
Morgantown Sy 
Patricia, teacher 

County High School 
Wayne Mrs Marine 
W. Perdue, teacher 


Wisconsin 

High School, Appleton 
Bruno H Krueger, 
teacher 

High School, Black River 
Falls; Mrs. Grace Hol 
der, teacher 

Goodrich High School 
Fond du Lac; Ruth M 
Costello, teacher 

High School, Stoughton 
Margaret Pike, teacher 

Publie Schools, Valders 

Murian Lambert, teacher 

High School, Wausaukee 
Mrs Eva L. Crain, 
teacher 


Wyoming 
Natrona County High 
School, Casper Mrs 
Pauline Fusselman 
teacher 
continued on next page 
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CONTEST REPORT 


(Continued from preceding page) 





Honorable 


Mention—School 


Division 


BLUE SEAL CERTIFICATES 


Alabama 
ern College, Bir 
har Vrs J l 
\ er, teacher 
Bishop Toolen High 
> Ol, Me e;: Sr. M 
Noel, teacher 


Arkansas 
u School Nast 
Vrs. kleanor M 


er 


la: 
e 


tchell, 


British West 


Indies 

Ss nographie Class, 

Charlestown, Nevis; El 
Clarton, teacher 


California 


R 1 High School, Riv 
‘ fsabell n, 
er 

( H School, 

Studio Cit Si M 
R feen, Leachel 


Canada 


Colorado 


Hig S q ator M 
1 We t he 


Connecticut 


Il School, Manche er 
tvis M.A teacl 
Hi Sc hoc New M 
/ a A i 
( \ I 
I l 
ll S 0 s 
Db M M 


Delaware 
St. Peter's High Scho 
New Castle S u 
t Crucifira, teacher! 
District of 
Columbia 


Oxon Hill Senior High 
Schoo Washington; 
Vrs. Ch lotte Johnson, 
teacher 

Georgia 

Fulton High School, At 
inta Mrs. E. L. Ba 
low, teacher 

Illinois 

High School, Abingdor 
Mrs. Marilyn A Alder 

cher 

Hittle Townst Higt 
School, Ar K n 
Florine li l 

Angel Guardian Higlt 
School, Chicago; Sr. M 


Matthew, teacher 
Community High School, 
k 


iwood Park; Joanne 
Steffens, teacher 
High School, Manteno; 
Ure David O Long, 
teacher 
Township High School, 
Rantoul James H 
Wyeth, teacher 
Hononegah Community 
gh School, Roc ! 
Mrs Elaine Wegner 
teacher 
High School, Taylorville; 
Dorothy D. Drennan, 
teacher 


McCray-Dewey High 
School, Troy; Ruth Du 
Comb, teacher 


Indiana 


High School, Cutler; Mrs 
Kdna Grimm, teacher 
‘ortage Township High 

School, East Gary; 
Margaret Baird, teacher 
Joseph's Academy, 
Tipton; Sr. Margaret 

Mary, teacher 


lowa 


High School, Belle Plaine; 
Dorothea Carver, teach- 


{ munity School, Mur- 


ray; Mrs. Bernice 
Airby, teacher 
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St. Mary's School, Water 
" Mary Char- 


l Sr 
maotne teacher 





Kansas 
Ward High School, Kan- 
s City Ss inn Vir- 
1, teacher 
Robinson Rural High 
School tobinsor Jen- 
ny Gain tea er 
Kentucky 
Catholic High School, 
Elizabethtown Sr. M 
*lacidus, teacher 


Louisiana 
Holy Name of Mary 


sc New Orleans; 
S V f St. Thon 
iqui x, teache 
H School, We Mon 
r 7 Colene H 


Maine 
High School, Sanford: 
Mrs. Ina P.” McConnell, 
Massachusetts 
Notre Dame High School 


Ca y Celine 
Hielena, U the 

Sacred Heart High 8 ol, 
Kingston s John 
Fr , s t 

His Se I l 
MV y | l r 

Tenne Hig Ss Me 

A h ‘ Vl 

Db 

His Ss We or 
M 7 ma It. Hoyle, 
teacher 

Michigan 


Sacred Heart Hig 
! Ss 7 | y Jose 


hin teache 
Consolidated S« Har 
i Vrs. N Ss 
R re n High School 
Lar Ss Paul 
Christin ea 
Riverview ¢ nity 
Higt Schoc Ww ) 








Minnesota 
Public School, Clarissa; 
Varian Green or 
Publie School tad: 
Mrs. Itoger Foss, t 
er 
Patrick Henry High 
School, Minneapolis 
# lary Ann Sage- 
horn, teacher 
Missouri 
High School Halfway 
Mrs Varine Stewart 
teacher 


st. Pius X High School, 
Kansas Cit Ny ('e- 
cilia, teacher 

High School Montrose 

Mrs. Mildred ¢ Aerr, 
teacher 

Hadley Technical High 
School, St Louis; 
M Ze imoureug, 
teacher 


Nebraska 


High School, Nelson; Mrs 
Beth Fleming, teacher 


New Jersey 
St. Mary's Hig School, 
Perth Amboy; Sr. Mary 
Luke, teacher 
High School Riverside ; 
Mrs. Ellen 8 Martin, 
teacher 


New Mexico 
St. Mary High School, Al- 
buquerque; Sr. Martha 
Louise, teacher 
Immaculate Conception 
School, Las Vegas; Sr 
Charles Therese, teacher 


New York 

Central School, Baldwins- 
ville; Mrs. Gladys M. 
Widger, teacher 

Immaculata Academy, 
Hamburg; Sr. M. Noel- 
la, teacher 

Central School, North Col- 
lins Mrs. Richard A, 
Aoubek, teacher 





High School, Saranac 
Lake rs idelaide 
W. Coyne, teacher 

St. Fran le Sales 
School, Utica Ny 
nes Gonzae teacl 

Good Counsel ¢ ¢ 





White Plains; Mrs. Jo 
sephine P. Lange, 
teacher 


North Dakota 


St. Mary’s Scho Rich 
ardton; Sr. M. Audrey, 
teacher 


Ohio 


Memorial High School, St 
V/ Onnolet 


Mrs. Mary Kathryn 


Wi Wilna Swe 
teacher 
Oregon 
Henley H Scho Kla 
mat I D thy 
Ay 


Pennsylvania 


Villa Maria A lemy 
Malverr SN Vv. Ti 
Area Ji H Sel 
N t 1 / et 
Pri 
St ha Hligt Scho 
I’ S V 
n J ‘ 
Vincenti il Sehe 
Pit S MV 
‘ mar her 
Hig S s t 
ville 7 | I hoch 
WwW arn J Sr. High 
Selo Tioga; Molly R 
( Borou Higl 
s West Bre 
\ VM iln Db 
\ er 


South Dakota 


rt Ss 0 Pr 
Ruth Morgan, teacher 
Texas 

A. C. Jones High School 
Ree t Mrs Jay A 
Coalcon, teacher 

High School, Ent Sibyl 

tes, teache 

R ality H Se 
Grandfa Vv ( 
I Db eacher 

H 1 Sel Lev and 
Ure J 7 Ownhey 
teacher 

St Josept Scho Yoa 
un Ss Vary Ethel 
eda, teacher 

Vermont 

Bellows Free Academy, St 

Albans Germaine VU 


Perrault, teacher 
Holy Angels Commercial 


( ool, St 4] ar Ny 
Vary Jeanne of Rheima, 
teacher 

Virginia 


County High School, Am- 
herst Mra. Maryon W 
Harper, teacher 


Washington 
High School, Eatonville 
firover A toa, teacher 


West Virginia 


High School, Harpers 
I gare I 


erry; Mar ret 
firacey, teacher 
High School, Hinton 
Mee. P. gd. Carr. I., 
teacher 


Wisconsin 


High School Boyceville ; 
Mrs Elizabeth Died 
rick, teacher 

Community Schools, Fen 
nimore; Leonard I 
Gireen, teacher 

High School, Glenwood 
City Lorraine Vander 
Kamp, teacher 

High School, Hudson 
irric 1 tozenbera, 
teacher 

Union Free High School, 
Middletor Theodore 

?. Lundey, teacher 

City Schools Waupaca; 
Betty Bagan, teacher 








ee ke 





Smart — 
Change to 
MultikKopy 
Durametric 
Carbon Papers 


in fon 
w veaPpapPpppeeeyekee kel 
keeeeaeeee ola IN Ip lo 10 I= In © la 18 IO IN 


* Exclusive Scale Edge prevents running over. 


‘ 35 
It’s uncoated too to make carbon handling - 
sasier and cleaner. a3 


wW 
N 


* Stays Flat in extreme temperatures. Each 
sheet is smooth and flat for uniform 
handling. 


ob | 
© 10 l- 


* Weights and Finishes to fit your individual 
typing requirements. 


N 
@ 


At stationers everywhere 
make it clear you want 


WEBSTER DURAMETRIC 


MULTI KOPY. 


CARBON PAPERS 


Free Sample. Fill out the coupon and staple to your 


KERB EB 
N YH 1S | ia N 
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» ln la IN 1@ 1 [0 





company letterhead. 13 
12 


| 
F. S. WEBSTER CO. 19 
17 Amherst Street, Cambridge, Massachusetts 10% 
Ss 


’ y ’ ° 9 
Gentlemen: I’d love to try Webster’s Durametric —— 
Carbon Paper. Please send me a sample. —&r 


Name.... ho Mme | 
Company. 
Address...... ; aes |_40 


L 





fo ee eer with pica () elite () type. | 
(make of typewriter) —z 
5 my SONS. 65s ca checsden carbons. j— 
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onthe cleaner instead 
of your fingers 
AW.FABER 





The dirtiest job a Typist has to do— 
cleaning the keys on her machine—is 
a breeze when she uses the new 
AW.Faber Plastic Type Cleaner. 


It comes in individual strips. Just place 
a strip lengthwise across the keys, 
press firmly, then lift off. Repeat ap- 
plication over entire type area. Then 
toss the dirty strip into the baskef. 
Next time use a fresh strip. 


No unpleasant fumes. No working 
with a big, messy ball of gook. 8 
strips for 8 cleanings. Saves time, 
keeps fingers clean. 


Get a box today. But don't let any- 
one talk you into buying a substitute. 
Look for the AW. Faber label. 


A.W.FABER-CASTELL 


PENCIL CO., INC. NEWARK 3,N. J 








MATERIAL FOR OGA TESTS 





All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and assure accuracy in making out certificates. June copy is good as membership tests for OAT, 
CT, and OGA awards until September 25, 1958. See typing tests on pages 46 and 48. 








Junior OGA Test 


OGA Membership Test 


INSTRUCTIONS: Copy the tests here that they have developed a good practical 





in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper, or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep your writing 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 


style of penmanship that will assure ac- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper curve, slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 
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MINUTE SAVED 


(Continued from page 36) 





one time. Take along your pencils to 
sharpen then. Organize your desk to ac- 
commodate extra pencils, clips, elastics, 
staples, erasers, and all the other little 
things that give out so quickly. And use 
your stock-room trip as a welcome break 
during a heavy typing job. 

l. Coffee breaks: Don't do without a 
coffee break if it gives you a real lift. but 
have it sent in if you can’t spare the time 
to go to the lunch counter. Or place a 
standing order for a daily delivery. 

Lunch in: Not recommended as a 
regular routine—for either you or your 
boss. But if you know beforehand that 
you re going to have an especially heavy 
day, or that your boss could get much 
more accomplished if he invited Joe 
Smith in for a luncheon conference at a 
time when phones are generally quiet, it’s 
a smart thing to do. Invest in a set of 
smart plastic dishes. a coffee carafe, inex- 
pensive silver, and a box of paper nap- 
kins—and serve your sandwiches, coffee, 
and pie with a flourish. 

13. Outgoing mail: Whether yours is an 
every-girl-for-herself office or one with a 
full-fledged mail department, don't be 
caught with a huge batch of letters to fold 
and insert at the last minute. Plan at least 
two short periods a day in which to get 
the mail ready—the first right before or 
right after lunch, depending on the sched- 
uled trip to the post office: the second 
about four in the afternoon. The mail boy 
will appreciate receiving it a little early, 
and at five o'clock, any remaining letters 
can be dealt with quickly. 

14. Reschedule your hours: If you find 
that no matter how you rush during the 
day you frequently have to stay an extra 
fifteen or thirty minutes at night, try a 
switch. Plan to get in fifteen minutes 
early, for at least a week, and see if those 
extra morning minutes won't enable you 
to get off to such a flying start with the 
routine chores that you're able to keep 
pace the rest of the day and leave on time. 


Does wonders for your morale—and im- 





presses your boss, too! 

15. Time-and-motion study: “But,” you 
moan, “I do all those things—and I still 
never have a minute to spare!” Well, per- 
haps you can trap those fugitive seconds 
by conducting your own private time-and- 
motion study. Draw up a simple chart— 
using lined paper, you can rule off blocks 
for each day of the week and fill in 15- 
minute segments down the side. Then 
make a notation of exactly what you've 
done every fifteen minutes of the day— 
every phone call, letter, dictation period, 
trip to supply closet, coffee break, trip 
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EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 
month, you'll find listed 
agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 





reputable employment 

















CHICAGO NEW ENGLAND 
a Furnishing THE WILSON AGENCY 
BIRCH Qualified Secretaries to the One of New England’s finest! Fully co-ordinated 
; : ; Excellent staff with superior facilities to get 
. High-Paying Chicago the job done promptly. Your résumé will re- 
Market On An ceive immediate and continuing attention until 
SECRETARIAL Employer Pay Fee Basis you are happy once again 
PLACEMENT 











59 E. Madison * Suite 1418 
\ SPECIALISTS \ CEntral 6-5670 “- 


54 Ch h S&S t 
GENERAL OFFICES: jfarttord 3. Connecticut 


BRANCHES: Middietown, New Gritain, Springticid 








HOUSTON 





NEW ORLEANS 








501 Melrose Bidg. Ww Only 
ess ell 


EMPLOYMENT COUNSELORS 
CA 4-6331 Houston, Texas 
SINCE 1924 


Courtesy to all is our policy. Our counselors 
are trained placement specialists ... and 
YOU are our special interest 


Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 


New Orleans 12, Lovisiana 
14 Years Same Management Jackson 2-424) 








SAN FRANCISCO 








SPECIALIZING 
In Secretarial and Related Positions 
QUINBY EMPLOYMENT SERVICE 


‘Houston's Oldesi—Under One Owner’’ 
406 Bankers Mortgage Bidg., Houston 2, Texas 














“A Step in the Right Direction... 
when you visit 
WESTERN EMPLOYERS SERVICE 
for the best in office positions 


San Francisco's Largest 
NO FEE AGENCY 


995 Market St. DOuglas 2-5486 











into the boss’ office, etc. Keep the chart 
faithfully for one week—you may be sur- 
prised to find how disorganized your time 
actually is. 

16. Consult your boss: If you’ve done 
everything you can think of to conquer 
the problem—and perhaps you honestly 
feel the biggest time-thief of all is sitting 
behind your boss’ desk—talk to him 
about it. Show him your analysis of the 
situation, what you have done in the way 
of scheduling and reorganizing your time, 
and ask for his ideas. 

This direct tactic may have surprising 
results. Your boss may realize that it can’t 
all be a one-sided proposition and come 
across with some unexpected suggestions 
that will make the days more pleasant 
and more productive of real accomplish- 
ments for both of you. 





GOURMET APPROACH 


(Continued from page 36) 





3. Add shrimp. Cover skillet and simmer 
five minutes, or until done. 

4. Fill four individual baking dishes (or 
one casserole) with mixture. Sprinkle 
with bread crumbs. Bake in a preheated 
hot (425 degrees) oven for fifteen min- 
utes. Serves four. 


CONFETTI SHERBET 

Make balls of various kinds (and 
colors) of sherbet. Keep in freezer until 
time for dessert. Arrange in a cut-crystal 
bowl, sprinkle with grated lime rinds, and 
serve with petit fours. 

You can accent the taste of any of the 
several good commercially prepared 
vichysoisse by cutting some fresh chives 
across the top of each bowl. Regular 
frozen french cut beans may be used 
(cooked as suggested on the back, please 
—not dumped into a gallon of water and 
drowned), and to these may be added 
butter in which you have browned 
slivered almonds. 

Here is an example of a relatively 
simple meal, much of which can be pre- 
pared beforehand. Why not get out your 
best dishes and silver, fill a centerpiece 
basket with flowers and fruit (for an aura 
of coolness, try frosted grapes—dipped in 
egg white, rolled in sugar, refrigerated 
overnight), and delight both yourself and 
your friends. 
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NDEX 


Absenteeism, 13 S 

Achievement Record Album, 41 
N: 35 J; 41, 42 F; 41 M; 40 

May 
Add that suffix, 20 (55) F 
Adding ‘‘-ise,’’ ‘‘-ize,"’ ‘‘-yze,”’ 
18 (52) O 

After-work activities, 48 O 
Air-borne secretary, 3, 15 N 


American Business Dictionary, 


8S 
Ampoisk, B. R. 
Big Meeting, 49 O 
Andrew, Alice 
Food for Phyllis, 18 J 
Answer, Please 
Apartment for one, 21 F 
Appointment with Today’s Sec- 
etary, 
Grimm, Barbara (Pitts- 
burgh), 2, 13, 21, 33-35, 36, 


i7 F 
Are these statements true? 30 
(51) S 
Are you bulletin-bored’? 27 O 
Are you in a “‘fix'’? 26 (55) May 


Are you” sure of insurance 
terms? 20 (55) F 
Arnold, Marion, 
Extra! extra!, 31 M 
Mail call, 18 D 
Planning on a boss-sitter? 25 
May 
Voice at the end of the line, 
The, 28 F 
Art of letter writing, The, 3, 
20 M; 24 Ju 
Art of make-up, The, 48S 
Ask the experts, 6, 7 S: 6, 7, 61 
O; 6-8 N; 7, 8 D; 4, 5, J; 6-8F, 
M; 6, 7 A, May; 8-11 Ju 
Awards, 
Bookkeeping, 44 S, O; 41, 42 
N; 35 J; 42 F; 44 A; 40 May 
Filing, 44 S, O; 41, 42 N; 35 J; 
42 F; 44 A; 40 May 
Shorthand, OGA, 43, 44 S; 43 
O: 3% D: 3, 3 J: 39 May; 
Speed, 43, 44 S, O; 41, 42 N; 
42 F; 41 M; 44 A; 40 May; 
Theory, 440, 42 N, 44 A 
Transcription, 44 S; 43 O; 41, 
12 N; 35 J; 42 F; 44 A; 40 
May 
Typewriting, CT, 44 S; 43, 44 
O; 41 N; 36 J; 42 M; OAT, 
44 S, 43 O, 42 N, 36 J, 41 F, 
42 M 


Back to beauty for fall, 38S 
Baker Phyllis, 

Care and Feeding of eye- 

glasses, 12 May 
Barbara's monthly ‘‘budget,”’ 

47 F 
Barlow, Carlton M. (director of 
personnel development, Gen- 
eral Dynamics Corporation), 
9A 
Barnyard animals, 30 (51) S 
Basic legal vocabulary, A, 18 
(52) O 
Beauty and the beach, 32 
Beauty Buys, 62 O, 46 N 
Best foot forward, 39 A 
Best job in New York, The, 9 J 
Better to light one candle, 13 D 
Big meeting, 49 O 
Bishop, Jim (columnist, author, 

reporter), 3,15 M 
Book reviews, 8 S; 12 O, N; 10 

F; 12 M; 10 A; 10 May; 6 Ju 
Bookkeeping course, 10 May 
Boss and you, The, 18 F 
Brainstorming, 27 F 
Bruckner, Ray, 

Direct approach, 20 D 
Business English, see page 63 
Business-vocabulary matchups, 

32 (55) M 
“But, Mr. Smith, .. .’’ 28 O 
Buttler, William P., 
Court favorite, 21 J 
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September, 1957—June, 1958 


Cannon, Lee, 
Interior decorating terms in 
Gregg Simplified, 22 0 
Care and feeding of eyeglasses, 
2 May 
Career-girl look, The, 30-31 N 
Career Look, The, 24 F 
Career opportunities, 8S 
Careers and marriage, 14 J 
Case, The, of the rabid rabbit, 
28 A 
Cathedral House, 12 D 
Cavaliere, Connie (secretary to 
James W. Kirk, sales-promo- 
tion manager and personnel 
director, Thos. Cook & Son), 
2, 15 May 
Certificates and pin awards, 43, 
44S; 44 O; 41, 42 N; 35, 36 J; 
41 F; 41, 42 M; 43, 44 A; 39 
May; see also Awards 
Certified Professional Secre- 
taries (CPS), 11 S, 9 O, 9 M, 
9 May, 5 Ju 
Chain of words, 30 (51) S 
Change the meaning of these, 
20 (47) J 
Check yourself, 23 J 
Choose the synonyms, 32 (49) A 
Choosing *‘A"’ or “‘An,’’ 24 (48) D 
Clark, James M. (personnel re- 
lations administrator, A T & 
T). 
Views from the front office on 
Co-operation, 7 J 
Class prizes, 448 
Clean, fresh look, The, for 
spring, 36 M 
Close-up on calculators, 22 May 
Coleman, J. P. (Governor of 
Mississippi), 23 A 
Collins, L. M. (manager, Edu- 
cational Services, IBM), 
Views from the front office on 
Office interruptions, 9 D 
Commander, Nellie (executive 
secretary to Governor * if P. 
Coleman of Mississippi), 23 A 
Competent typist speed tests, 
46 S, O; 44 N; 40 D; 38 J; 44 
F, M; 46 A; 42 May; 46 Ju 
Complete office wastebasket, 
The, 34 (39) D 
Complete typewriter, The, 42 
(52) O 
Conneely, Marge (Long Lines 
Department manager's secre- 
tary), 278 
Connolly, Sybil (Ireland's fore- 
most fashion designer), 37S 
Co-operation, 7 J 
Correspondence, 8 S; 6, 7 N; 15 
D; 4,5J;6,8 F; 20M; 8,10A; 
6 May; 24 Ju 
Costume-conscious, 3, 20 O 
Court favorite, 21 J 
CT certificates, see Awards and 
Competent typist speed tests 
CT pins, 44S, 430 
Curtain going up, 3, 15S 


Daché, Lilly, 
The art of make-up, 48S 
David, Hildegarde (secretary to 
an industrialist), 3, 23 N 
DeChanso, Mary Ellen (secre- 
tary to Dean Catherine J. 
Robbins of Pasadena City 
College), 21 J 
Designed for dictation, 23 M 
Designer fashions to sew, 37 S 
Desirable secretarial traits, 20 
(55) F 
Detailed for dictation, 25 A 
Diamond medal, 43 S 
Dillon, Bette, 
The saga of Elmer, 22 N 
Dimmick, Maria 
Within the temple, 14 D 
Dinner is served, 24 (48) D 
Direct approach, 20 D 
Discover Spain, 29 May 
Don’t call wolf! 33 D 
Draper, Annis (executive secre- 
tary to the president of Cater- 
pillar Tractor Company), 20 A 


Drazek, Lillian (secretary to 
Rosalind Russell), 3,158 
Dreyfack, Raymond, 
Test, The, 26 N 
8X42B, 28 8 
Wanted: Secretary to genius 
salary high, 24 J; 30 F; 
26 M, A; 20 May 


Electrical engineering terms in 
Gregg Simplified, 22 D 

Electronic terms in Gregy Sim- 
plified, 18 N 

Employment opportunities for 
women, 10 A 

Englebardt, Stanley L., 15 N 
Air-borne secretary, 3, 15 N 
Cathedral House, 12 D 
It isn’t really work, 15 Ju 

English, see Business English, 
63 Ju 

English, Margaret, 
A way with office tension, 35 D 

Equipment, see Office Equip- 
ment, page 64 

Etheridge, Mark (publisher of 
the Louisville Courier Journal 
and Times), 22 A 

Executive approach, The, 2, 33- 

35 A 
Explore the Caribbean, 28 May 
Extra! extra! 31M 


Facts on feet, 52 F 
Farrell, Edward (president, 
Emmons Jewelers), 
Office friendships, 13 May 
Fashion forecast for fall, 3, 32- 
33 S 
Fashions to live in from 9 to 5, 
38-39 O 
‘“ashions with a festive air, 26 D 
‘ather James Keller (founder 
of the Christopher move- 
ment), 13 D 
File and forget, 64 8, O; 56 N; 
i8 J; 56 F, M; 60 A; 60 Ju 
Filing, 12 N; 15 D; 6,10 F; 8 M; 
6 A; 45 May 
Fingers and figures, 36 F 
Flash readings, 
Career look, 24 F 
Cool caution, 38 May 
Don't call wolf! 33 D 
Indispensable skill, 40 N 
On human nature, 40 M 
Watch your carbons, 30 O 
Women bosses, 42 S 
Words and you, 34 J 
Flying secretary, 2, 27 May 
Food for Phyllis, 18 J 
40 ways to help your boss live 
longer, 27 F 
Foundation of fashion, The, 400 
Freeman, Orville L. (Governor 
of Minnesota), 24 A 
French, Marilyn, 
3oss and you, The, 18 F 
People can be difficult, 16 D 
Problem clinic, 18 Ju 
Spirit of co-operation, The, 
16 A 
Understanding yourself bet- 
ter, 208 
Woman in authority, The, 3, 
24.N 


From the OGA mailbag, 39 May 


be} Py 


Garner, Geraldine, 
Time, 44 May 
Geographic holdovers, 26 (55) 
May 
Gifts that say Merry Christmas 
23 D 
Good looks section, 31-33 8S: 37- 
39 O; 29-31 N; 25-27 D; 27-29 
J; 33-35 F, M, A; 31-33 May; 
29-31 Ju 
See also Grooming 
Gottesman, Herb (account su- 
pervisor, Pan-American Pub- 
lic Relations, Ltd.), 
Views from the front office 
on Outside duties, 11 F 
Gould, Florence B., 
Are you bulletin-bored, 27 O 
Gourmet approach, The, 36 Ju 


Code: 
The capitals after page num- 
bers refer to month of issue. 
Shorthand entries are itali- 
cized. 


Governor's girl Friday, The, 11 
S; 3,150 

Graded readings, 
Chapters 1-3, 42 S, 24 F; 1-4, 
30 O, 40 M: 1-6, 40 N; 1-8, 33 
D, 38 May; 1-10, 34 J 

Grammar, see Business English 

Grand opening of the forty-fifth 
international OGA contest, 

36 D 

Gregg Awards Booklet, 448 

Gregg ovals pin, 43 8 

Gregg Shorthand corrective 
slide, 35 J, 40 May 

Gregg taught on TV, 9 O 

Grimm, Barbara (secretary to 
R. L. Ostrander, labor rela- 
tions manager, Allegheny 
Ludlum Steel Corporation) 
chosen for Appointment with 
Today’s Secretary, 2, 13 F 

Grooming, see page 63 


Habley, Barbara, 
Close-up on calculators, 22 
May 
Designed for dictation, 23 M 
Special—for typewriters only, 
16 J 
What's in a chair? 3, 228 
You've got a date, 20 N 
Handwriting, 10 A 
Hazard, Leland (general coun- 
sel, vice-president, and a di- 
rector of the Pittsburgh Plate 
Glass Company), 15 N 
Health and human relations, 
first choice for university 
courses, 208 
Here's your awards program! 
i335 
Hobbies, 20 Ju 
Hochstein, Rollie, 
Costume-conscious, 3, 20 O 
Hundreds and thousands of 
words, 15 M 
It's a big, wide, wonderful 
world, 15 May 
Hoffman, Philip (Permacel-Le- 
Page's national sales man- 
ager), 27 May 
How many languages do you 
know ? 32 (49) A 
How to 
Cover a meeting, 13 Ju 
Handle the Christmas card 
and gift problem, 3, 19 O; 
a photo assignment, 2, 9 F; 
routine business-law prob- 
lems, 11 May 
Help arrange a dinner or con- 
vention, 19 N 
Help prepare a business re- 
lease, 13 J; a secretarial 
desk manual, 15 D; tables 
and charts, 11 M 
Help your employer prepare 
a speech, 198 
Keep your boss’ personal rec- 
ords, 11 A 
Hudgins, Gerri, 
Make your bath a campaign, 
32 M 
Human relations in the office, 
18 Ju 
Human side, The, 
Boss and you, The, 18 F 
Careers and marriage, 14 J 
Indispensable girl, The, 18 M 
People can be difficult, 16 D 
Problem clinic, 18 Ju 
Spirit of co-operation, 16 A 
This one thing I do right, 18 
May 
Understanding yourself bet- 
ter, 20S, 280 
Woman in authority, The, 2 
N 
Hundreds and thousands of 
words, 3,15 M 
Hurst, Barbara (secretary to 
Paul McCobb, industrial d: 
signer), 9 J 


61 














Indispensable girl, The, 18 M 

Indispensable skill, The, 40 N 

“Ing’’ is not always a word 
ending, 28 (55) N 

Ingalls, Robert I. (chairman 
and president of Ingalls Ship- 
building Corporation and In- 
galls Iron Works Company), 

2,138 A 

Initiative, 13 N 

Insert those hyphens, 20 (47) J 

Interior decorating terms in 
Gregg Simplified, 22 O 

Irvine, Cecilia (secretary to 
Dean James A. Pike, of the 
Cathedral of St. John the 
Divine), 11 D 

Is it ‘‘Des-’’ or 

(55) M 

Is the ending ‘‘-cal,"’ ‘‘-cial,’’ or 
**-cle’’? 26 (55) May 

It's a big, wide, wonderful 
world, 2, 15 May 

It's up to you, 430 


“Dis-"? 32 


Jainschigg, Maria, 
Wanted: alter ego, 2, 18 A 
Jeppeson, Ellen (Western Elec- 
tric secretary), 26S 
Jewelry terms in Gregg Simpli- 
fied, 22 M 
Job opportunities, 8 S, 10 A 
Job was permanent, The, 27 Ju 
Johnson, Dr. R. W. (assistant 
director university relations 
and professional personnel, 
Oak Ridge Laboratories, Ten- 
nessee), 21 A 
Jollon, Mary, 
Best job in New York, The, 
9 J 
Better to light one candle, 
13 D 
Curtain going up! 3,158 
Governor's girl Friday, 11 S; 
3,150 
Ships, steel, and shorthand, 
13 A 
Jones, Harold J., 
This one thing I do right, 18 
May 
Josephs, Ray (author and pub- 
lic relations consultant), 
Views from the front office, 
135,0,N:9D:;79; 0 FF: 
13 M; 9 A; 13 May; 7 Ju 


Keith, Evelyn, (free-lance sec- 
retary to writers and actors 
at Westport, Conn.), 2, 15 Ju 

Kenneth Model Agency fashion 
show, 3, 33 M 

Klein, Edith (secretary to the 
senior rabbi of Temple 
Emanu-El in New York City), 

11, 14D 

Knight, Charles H. (personnel 
administrator, Douglas Air- 
craft Company), 

Absenteeism, 13 S 


Lane, Charles A. (advertising 
manager, Smith-Corona, Inc.), 
Personal phone calls, 3, 13 O 
Langdon, Audrey, 
The pretty right hand, 36 A 
Law, 6 S; 6, 7,18 O: 7D, 7M; 
11 May 
See also page 63 Ju 
League of Women Voters, 48 O 
Legal terms in Gregg Simpli- 
fied, 17 F 
Leis, Sally Inness (costume- 
maker Dara’s secretary), 3, 
20 O 
Letter writing, 7 N; 4, 5 J; 3, 
20 M; 8, 10 A; 6 May; 24 Ju 
Liberal Arts Institute for Sec- 
retaries, 11S 
Line’s end and beyond, 40S 
Lipsky, Phyllis and Moffit, Don- 
ald, 
Jewelry terms in Gregg Sim- 
plified, 22 M 
Lloyd, Alan C., 
The complete office waste- 
basket, 34 (39) D 
The complete typewriter, 42 
(52) O 
Lovely, Yvonne (executive sec- 
retary to Dr. R. W. Johnson, 
Oak Ridge Laboratories, Ten- 
nessee), 21 A 
Loyalty, 13 M 
Mail call, 18 D 
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Make your bath a campaign, 
32 N 
Make-up check list, 48 S 
Mark, Dr. Julius (senior rabbi 
of Temple Emanu-El, New 
York City), 14 D 
Markus, John, 
Electronic terms in Gregg 
Simplified, 18 N 
Marriage and careers, 14 J 
Matching synonyms, 28 (55) N 
Matter of records, A, 29 M 
Matthews, Lisa, 
Fingers and figures, 36 F 
Roaring giant, The, 13 F 
Two different worlds, 3, 23 N 
What secretaries are doing at 
the Bell System, 26 S 
McCall, B. C. 
Research report on career sec- 
retaries, 3, 25S 
McCall patterns, 37S 
McCardell, Claire (fashion de- 
signer for McCall patterns), 
37 S 
McCobb, Paul (industrial de- 
signer), 9 J 
McGrath, Edward P., 
Playmate, 26 F 
McKeen, Pat (secretary to 
Philip Hoffman, Permacel-Le- 
Page), 2, 27 May 
Merigold, Jean (executive sec- 
retary to Governor Orville L. 
Freeman of Minnesota), 24 A 
Metalworking terms in Gregg 
Simplified, 18 S 
“Metropolitan Opera Annals"’ 
supplement, 10 F 
Midyette, Nancy, The gourmet 
approach, 36 Ju 
Minute saved, A, 23 Ju 
Moffitt, Donald and _ Lipsky, 
Phyllis, 
Jewelry terms in Gregg Sim- 
plified, 22 M 
Mortati, Teresa, 
Metalworking terms in Greag 
Simplified, 18 S 


Namesakes, 20 (47) J 
Natianal Secretaries Week, 2 A 
‘‘Needlepoints,’’ 12 M 
Newbern, Mary E.. 
Snap decision, The, 31 O 
No good reason, 30 M 
NOMA speakers available, 8 $ 
Norton, Margaret, 
Detailed for dictation, 25 A 
Minute saved, A, 23 Ju 
Notes and quotes, 11 S, 9 O, 11 
N,4D,6J,5 F,9M,54A, 9 
May, 5 Ju 
Numbers (figures), 12 N 


OAT, see Order of Artistic Typ- 
ists 

OAT pin, 41 F 

OAT (arrangement) tests, 45 S, 
O; 43 N; 38 D; 37 J; 43 F, M; 

45 A; 41 May; 48 Ju 

Office attire, 9 A 

Office Economist, The, 10 F 

Office equipment, see page 64 

Office friendships, 13 May 

Office interruptions, 9 D 

Office Shopping Center, 50 S, 53 
O, 54 N, 41 J, 53 F, 46 M, 56 
A, 52 May, 49 Ju 
See also Office Equipment 

Office standards (NOMA), 12 O 

Office tension, A way with, 35 D 

OGA, see Order of Gregg Artists 

OGA Contest, announcement, 
43 S; 36 D; 35, 36 J; copy, 36 
D, 40 J; prizes, 36, 37 D: re- 
port, 40 Ju; rules, 37 D; speci- 
mens, 39 May; winners: indi- 
viduals, 42 Ju; schools, 42 Ju; 
honorable mentions, school 
division (blue seal), 57 Ju; 
(gold seal), 44 Ju; (red seal) 

45 Ju 

OGA pin, 43 S, O; 41M; 43 A 

OGA (penmanship) tests, 44 S, 
O; 42 N; 36, 39 D; 36 J; 42 F, 
M; 44 A; 40 May; 58 Ju; Con- 
test copy, 36 D, 40 J 


Okasaki, Florence (secretary to 
Father James Keller, founder 
of the Christopher move- 


ment), 11, 13 D 
On human nature, 40 M 
On wings of shorthand, 41 F 
One is right, 30 (51) S 


One “O”" or two “O's” make all 
the difference, 32 (55) M 
One ribbon—15 typewriters, 49S 
Order of Artistic Typists (OAT), 
Awards, 44S, 43 O, 42 N, 36 J, 
41 F,42™M 
Tests, 45 S, O; 43 N: 38 D: 37 
J; 43 F, M; 45 A; 41 May; 
48 Ju 
Order of Gregg Artists (OGA), 
Awards, 43, 44 S: 43 O; 36 D; 
35, 36 J; 39 May 
Tests, 44S, O; 42 N; 36, 39 D; 
36 J: 42 F, M;: 44 A; 40 May; 
58 Ju; Contest copy, 36 D, 
40 J 
Organizing your daily work 
schedule to save time, 23 Ju 
Osborn, Alex (originator of 
‘Brainstorming’ ’—idea devel- 
oping), 27 F 
Ostrander, R. L. (labor rela- 
tions manager, Allegheny 
Ludlum Steel Corporation), 
13 F 
Ottley, Margaret, 
Career look, 24 F 
Cool caution, 38 May 
Don't call wolf! 33 D 
Indispensable skill, 40 N 
On human nature, 40 M 
Watch your carbons, 30 O 
Women bosses, 42 S 
Words and you, 34 J 
Outside duties, 11 F 


Pace College scholarship win- 
ner, 11 S 
Paisley, Gail, 
No good reason, 30 M 
Suggestions, 51 O 
Pavlu, Roberta G.. 
The case of the rabid rabbit, 
28 A 
Hobbies, 20 Ju 
Pecora, Rose (secretary to Le- 
land Hazard, general counsel, 
vice-president, and a director 
of the Pittsburgh Plate Glass 
Company), 3, 15 N 
Pennekamp, Vera (executive 
secretary to the vice-president 
of the Denver area of Shell Oil 
Company), 23 A 
Pennie, Jeanne, 
3ack to beauty for fall, 38S 
Clean, fresh look for spring, 
The, 36 M : 
Permanent-ly pretty, 30 J 
Prettiest girl at the party, 
The, 28 D 
People can be difficult, 16 D 
Perfectionist goals, 18 May 
Perlin, Sadie (secretary to Gov- 
ernor Knight of California), 
11S, 3,150 
Permanent-ly pretty, 30 J 
Personal phone calls, 3, 13 O 
Personality development, 20 S 
Personnel policies, 10 A 
Personnel problems, 12 M 
Pharmaceutical terms in Gregg 
Simplified, 12 J 
Photograph assignment, 9 F 
Pike, James A. (Dean of the 
Cathedral of St. John the 
Divine), 11 D 
Pin awards, 43, 44 S; 43 O; 41 
F, M; 43 A 
Plan your practice, 41 M 
Plan your way to profits, 41 N 
Planning on a boss-sitter? 25 
May 
Planting the last ‘‘seed,’’ 20 
(47) J 
Playmate, 26 F 
Political volunteer work, 48 O 
Practice does it! 35 J 
Prettiest girl at the party, The, 
28 D 
Pretty and packable, 32-33 May 
Pretty right hand, The, 2, 36 A 
Printing costs, 12 N 
Problem Clinic, 18 Ju 
Production cost of letters, 11 N, 
9 May 
Put yourself in the picture, 43 A 


Ready, Catherine R. (assistant 
director, Educational Service 
Department, Bristol-Myers 
Company), 

Views from the front office, 
138,0,N;9D,7J; 11 F; 
13 M; 9 A; 13 May; 7 Ju 





Ready (Continued) 
Recipes, 36 Ju 
Results of the 45th annual OGA 
contest, 40 Ju 
Repronounce: Then spell, 18 
(52) O 
Roaring giant, The, 2,13 F 
Robbins, Dr. Catherine J. (aca- 
demic administrative dean of 
Pasadena City College), 21 J 
Roke, Connie (Bell Laboratories 
secretary), 26S 
Rollason, Peggy Norton, 
How to cover a meeting, 13 Ju 
How to handle the Christmas 
card and gift problem, 3, 19 
O; a photo assignment, 2 
9 F: routine business-law 
problems, 11 May 
How to help arrange a dinner 
or convention, 19 N 
How to help prepare a busi- 
ness release, 13 J; a secre- 
tarial desk manual, 15 D; 
tables and charts, 11 M 
How to help your employer 
prepare a speech, 19 S 
How to keep your boss’ per- 
sonal records, 11 A 
Rosenberg, R. Robert, 
Legal terms in Gregg Simpli- 
fied, 17 F 
Russell, Rosalind (stage and 
movie star), 3,158 


Saga of Elmer, The, 22 N 
Salary survey, 85 
Same spelling but different 
meaning and different accent, 
18 (52) O 
Schilley, Madeline (New York 
Telephone Company secre- 
tary), 278 
Schultz, Georgia, 
Sight at their finger tips, 25 F 
Schwartzapel, Josephine, 
Pharmaceutical terms in 
Gregg Simplified, 12 J 
Secretarial bookshelf, 8 S, 12 O. 
N; 10 F; 12 M; 10 A; 10 May: 
6 Ju 
Secretarial practice, see page 


Secretaries of the year, 11 S 
Secretary in 
Aerojet-General Corp. 23 A 
Allegheny Ludlum Steel, 13 F 
American Telephone and Tele- 
graph Company, 278 
Atoms laboratory, 21 A 
Bell System, 26 S 
Church offices, 11-14 D 
Cook & Son's, 15 May 
Costume designer's office, 20 O 
Dr. Pepper Company (Dallas), 
21 A 
Governors’ office, 15 O, 23, 24 
A 
Industrial designing, 9 J 
Industrial manufacturing, 23 
N,13F 
Literary work, 15 M, 15 Ju 
New York Telephone Com- 
pany, 26, 2758S 
Newspaper field, 22 / 
Oil industry, 23 A 
Olivetti sales division (San 
Francisco), 22 A 
Pasadena City College, 21 J 
Pittsburgh Plate Glass Com- 
pany, 15 N 
Politics, 11 S; 3, 15 O; 23, 24A 
Religious organizations, 13 D 
Shipbuilding, steel, and iron 
works, 13 A 
Textile industry, 24 A 
Theater, 3,155 
Tractor company, 20 A 
Travel agency, 15 May 
Typewriter sales division, 22 
A 
Western Electric, 26S 
Secretary to 
Actors, 15 S, 15 Ju 
Aircraft officials, 23 A 
Authors, 15 M, 15 Ju 
Bishop, Jim, 15 M 
Bowman, J. A., 27S 
Caterpillar Tractor president, 
20 A 
Churchmen, 11-14 D 
Coleman, Governor J. P., 23 A 
College dean, 21 J 
Costume designer, 20 O 
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Secretary to (Continued) 

Dara (Mrs. Sara D’Arante), 
20 0 

Dr. Pepper Company presi- 
dent, 21 A 

Etheridge, Mark, 22 A 

Freeman, Governor Orville L., 
24 A 

Furman, James, 26 S 

Gilman, G. W., 26S 

Government officials, 15 O; 23, 
24 A 

Hazard, Leland, 15 N 

Holley, Albert, 27S 

Industrial designer, 9 J 

Industrialists, 15 N,13 F, 13 A 

Ingalls, Robert I., Jr., 13 A 

Johnson, Dr, R. W., 21 A 

Keller, Father James, 13 D 

Kimball, Dan A., 23 A 

Kirk, James A., 15 May 

Knight, Governor Goodwin, 
150 

Mabon, P. C., 27S 

Manufacturers, 20, 24 A 

Mark, Dr. Julius, 14 D 

McCobb, Paul, 9 J 

Newspaper publisher, 22 A 

O'Connell, E. J., 268 

Olivetti Sales Corporation 
Western division manager, 

22 A 

Ostrander, R. L., 13 F 

Personnel managers, 13 F, 
21 A 

Pike, The Very Reverend 
James A., 12 D 

Robbins, Dr. Catherine J., 
21 J 

Rude, Arthur, 23 A 

tussell, Rosalind, 15 S 

Sales executives, 22 A, 15 May 

Scientists, 26 S, 21 A 

Shell Oil vice-president (Den- 
ver), 23 A 

Telephone executives, 26, 278 

Textron, Inc., Board chair- 
man, 24 A 

Travel executives, 15 May 

Writers, 15 Ju 

‘See a pin, pick it up,"’ 24 (48) 

D 


Self-improvement, 20 S$ 
Senz, Eddie, 
What's your face value? 2, 
34 May 
Shaw, Elizabeth (executive sec- 
retary to Mark Etheridge, 
publisher of the Lovwuisville 
Courier Journal and Times), 
22 A 
Ships, steel, and shorthand, 3, 
13 A 
Short’’ teaser for a_ short 
month, 20 (55) F 
Shorthand, see page 64 
Should “‘E” be inserted ? 28 (55) 
N 
Sight at their finger tips, 25 F 
Silver, Kenneth (president, 
Services Unlimited and Ken- 
neth Model Agency), 
Views from the front office 
on Initiative, 13 N 
Smart, Doris (New York Tele- 
phone Company secretary), 
268 
Snap Decision, The, 31 O 
Speakers (NOMA) available, 8S 
Special for secretaries, 34, 35 M 
Special—for typewriters only, 
16 J 
Spelling, 30 S, 18 O, 28 N, 24 D, 
20 J, 20 F, 32 M, 32 A, 26 May 
Spice for your wardrobe, 27- 
29 J 
Spirit of co-operation, The, 16 A 
Spot the intruder, 24 (48) D 
Statement of Ownership, Man- 
agement, and circulation, 48 D 
Straight from Paris, 39 N 
Suggestions, 51 O 
Superior Merit certificate, 35 J 
Supervisors’ course offered by 
AMA, 118 
Survey of business, 10 F 
Swinging into summer, 30-31 Ju 


Tardiness, 7 Ju 


. Taylor, Marjorie M. (director of 


stenographic training, Rem- 
ington Rand), Views from the 
front office on Tardiness, 7 Ju 


June, 1958 


Technical terms (Continued) 

Technical terms in Gregg Sim- 
plified, electrical engineering, 
22 D; Electronics, 18 N; In- 
terior decoration, 22 O; Jewel- 
ry, 22 M; Legal, 17 F; Metal- 
working, 18 S; Pharmaceuti- 
cal, 12 J 

Test, The, 26N 

They all rhyme with ‘“‘hole,”’ 


32 (49) A 
This one thing I do right, 18 
May 


This year why not discover 
Spain? 29 May*; explore the 
Caribbean? 28 May 

38X42B, 28S 

Time, 44 May 

Today’s Secretary goes shop- 
ping, 34 S; 32 O: 34 N: 30 D, 
32 J; 38 F, M; 40 A; 36 May; 

37 Ju 

Tournament of roses, 21 J 

Transcribing speed practice, 47 
S, O; 45 N; 41 D; 39 J; 45 F, 
M; 47 A; 43 May; 47 Ju 

Travel guides, 10 A 

Travel memos, 30 May 

Trigére, Pauline (late-day fash- 
ion designer), 37S 

Two different worlds, 3, 23 N 

Typewriters and Typing, see 
page 64 

Typewriting tests, 
Arrangement, see OAT tests 
Speed, see Competent Typist 


tests 


Ulrich, Florence Elaine, 
Announcing the 45th annual 
OGA contest, 36 D 
From the OGA mailbag, 39 
May 
Here's your awards program, 
438 
It’s up to you, 43 O 
On wings of shorthand, 41 F 
Plan your practice, 41 M 
Plan your way to profits, 41 N 
Practice does it! 35 J 
Put yourself in the picture, 
43 A 
Results of the 45th annual 
OGA contest, 40 Ju 
Understanding employees, 12 M 
Understanding yourself better, 
20 S, 28 O 
Underwood Secretary of the 
Year, 30 
Unnecessary Euphemisms, 28 
(55) N 


Valentry, Duane, The job was 
permanent, 27 Ju 

Van Der Jagt, Ruth M., 
You and your electric, 23 O 

Vaughan, Dorothy (executive 
secretary to the president of 
the Dr. Pepper Company (Dal- 
las) and national president of 
Executives’ Secretaries, Inc.), 

21 A 

Verifax copying, 10 A 

Very special look, A, 34 F 

Views from the front office on... 
Absenteeism, 13S 
Co-operation, a0 
Initiative, 13 N 
Loyalty, 13 M 
Office attire, 9 A 
Office friendships, 13 May 
Office interruptions, 9 D 
Outside duties, 11 F 
Personal phone calls, 13 O 
Tardiness, 7 Ju 

Voice, The, at the end of the 
line, 2, 28 F 

Wagner, Wilma (secretary to 
Sadie Perlin in Governor 
Knight's office), 16 O 

Wait, Thomas (personnel di- 
rector, American Photocopy 
Equipment Company), 
Loyalty, 13 M 

Walter, Floranna (secretary to 
author Jim Bishop), 3, 15 M 

Walzak, Inzer (secretary to 
Robert I. Ingalls, Jr., of the 
Ingalls Industries), 2, 13 A 

Wanted: Adjectives! 32 (49) A 

Wanted: alter ego, 2,18 A 

Wanted: Secretary to genius— 
Salary high, 24 J; 30 F; 26 M, 

A; 20 May 


Washburn, Catherine (executive 
secretary to president Dan A. 
Kimball and _ vice-president 
Arthur Rude of Aerojet-Gen- 
eral Corp., Los Angeles), 23 A 

Watch your carbons, 30 O 

Waterman, Helen, 

Line’s end and beyond, 40S 

Wentzell, Jacquelyn, 

The art of letter writing, 20 
M, 24 Ju 

Westerberg, Ruth (A T & T 
secretary), 278 

What a short prefix will do, 28 

(55) N 

What are you doing about gov- 
ernment? 48 O 

What is the career secretary? 

3,258 

What secretaries are doing at 
the Bell System, 26 S 

What they really mean, 32 (55) 

M 

What's in a chair? 3, 228 

What's the difference between— 
18 (52) O, 24 (48) D, 20 ¢47) J, 

20 (55) F, 32 (49) A 

What's your face value? 2, 34 
May 

Where to buy it, 63 S, 49 N, 47 
J, 55 M, 59 A, 56 May 

Which are right? 24 (48) D 

Winters, Nancy, 

Beauty and the beach, 32 Ju 
Flying secretary, 27 May 

Within the temple, 14 D 

Woman in authority, The, 24 N 

Women bosses? 42 § 

Words and you, 34 i 

Words can be teasers, 30 (51) S, 
18 (52) O, 28 (55) N, 24 (48) D, 
20 (47) J, 20 (55) F, 32 (55) M, 

32 (49) A, 26 (55) May 


Yannone, Billie Hughes (execu- 
tive secretary to the Western 
division manager of the Oli- 
vetti Sales Corp.), 22 A 

You and your electric, 23 O 

You've got a date, 20 N 

Young, Mrs. Mary T. (execu- 
tive secretary to the chairman 
of the Board of’ Textron, Inc. 
Providence, R. I., and cor- 
porate assistant secretary), 

24A 


Zimmerer, Kay Butner, 
‘“‘But, Mr. Smith, .. .”" 28 0 
Careers and marriage, 14 J 
Indispensable girl, The, 18 M 


BUSINESS ENGLISH AND 
CORRESPONDENCE 


A or An, 24D 
About pr concerning instead of 
anent, 68S 
Adjectives, 32 A, 7 May 
Analyzing letters by the 7 C’s 
yardstick, 20 M, 24 Ju 
And which, 7D 
Anent obsolete and affected, 6S 
Answering an inquiry, 24 Ju 
Antonyms, 24 D 
Apology or apologies? 8 D 
Apostrophe omitted from plural 
nouns used as adjectives, 
7 May 
Apostrophe 8, 6N 
Attendee or conferee? 7F 
Boss, ‘‘the chief,’’ dictator, 
6 May 
Chief, or boss, 6 May 
Choice of words, 6, 7, 30 S; 18, 
61 O; 6, 7, 28 N; 7, 8, 24 D; 4, 
5, 20 J: 6, 7, @ F; 32 M: 6, 7, 
32 A; 6, 26 May 
Complete or completed, 78S 
Concerning, about, anent,68 
Conversational letters, 49 M 
Co-operative letters, 49 M 
Correspondence, 8 S, 6, 7, N; 
15 D; 4,5 J; 6, 8 F; 2 M; 
8, 10 A; 6 May; 10, 24 Ju 
Dear Sirs: 6 F 
Definitions, 30 S, 18 O, 28 N, 
24 D, 20 J, 20 F, 32 M, 32A, 
26 May 
Derivations, 20 J 
Direct or directly, 6 May 
Dividing words at end of a sen- 
tence, 7 D 
Esquire, 6 F 
Euphemisms, 28 N 


Examples of wrong and right 
letters, 24 Ju 
First person pronoun in letter 
writing, 7N,5J 
Foreign expressions, 32 A 
Grammar tips, 8 S 
Hyphen after non? 8 N 
Hyphens, 8 N, 20 J 
“I (first person) in business 
letters, 7 N, 5 J 
Incorporated, abbreviated or 
not? 8 F 
Incorporated, without period, 
8 F 
Irregardless, 6 M 
Is or are? 8 Ju ° 
Joint signatures to letter, 4 J 
Junior correct after father’s 
death, 7 F 
Lapse and elapse, 7 A 
Leave of absence, Request for, 
6 May 
Legal letters, 55 Ju 
Letter writing, 7 N; 4, 5 J; 3, 
20 M; 8, 10 A; 6 May; 24 Ju 
Majority of—singular or plural? 
6F 
Married woman's name, Proper 
form for, 5 J 
Mr., Mrs., or Miss in body of 
letter, 68 
NOMA letter, 11 Ju 
Plural or singular, 6 F 
Possessive, correct for company 
names’? 6 N 
Possessive form for nouns that 
are the same for both singular 
and plural, 11 Ju 
Post card and postal card, 9 Ju 
Prefixes, 28 N, 32 M 
Programming or scheduling? 
8 Ju 
Pronunciation, 18 O 
Punctuation, 8, 30 S; 6 O; 6, 8 
N; 20 J; 7 May 
Punctuation hints, 858 
Question mark outside quota- 
tions, 6 N 
Refusals, 24 Ju 
Sales letter, 55 Ju 
Salutation for office memo to 
employees, 8 A 
7 C’s of letter writing, 20 M, 
24 Ju 
Singular or plural? 6 F 
Some time or sometime’? 6 A 
Spelling, 30 S, 18 O, 28N, 24 D, 
20 J, 20 F, 32 M, 32 A, 26 May 
Suffixes, 18 O, 28 N, 20 J, 200 F 
Synonyms, 28 N, 32 A 
Tho’t, thot, or thought? 6 N 
To or at? 610 
Under or over a signature? 5 J 
Up to date—hyphened or not? 
60 


Was or were? 4J,7M 

We or us, 10 Ju 

What to say or not to say in 
your letters, 20 M, 24 Ju 

Worth while, hyphened or not? 
8 Ju 

Wrong and right letters, 24 Ju 


GROOMING 


Bath routines, 32 N 

Beauty care, 36 A 

Clothes, 9, 36, 38 A 

Complexion care, 38 8S, 28 D, 
37 M, 32 Ju 

Cosmetics, 62 O, 46 N, 37 M, 
36 A, 34 May, 32 Ju 

Exercises, 37 F 

Eyes, 28 D, 34 May 

Face types, 34, 35 May 

Foot care, 52 F 

Foundations, 40 O 

Good grooming, 37 M 

Hair care and styling, 38 S, 30 
J, 37 M, 36 A, 32 Ju 

Make-up, 48 S, 28 D, 37 M, 36 A, 
34 May, 32 Ju 

Manicure, 32 N 

Mouth, 37 M, 35 May 

Nails, 32 N; 36 F; 36, 38 A 

Office attire, 9, 38, 39 A 

Shoes and hose, 39 A 

Sunburn prevention and cure, 

32 Ju 

See also Beauty Buys 


LAW 


Cancelling contracts, 68 
Contracts with minors, 68 
Endorsing checks where payee’s 
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name is misspelled or includes 
Miss or Mrs.,70O 
Forgery or not? 7 D, 9 Ju 
Joint ownership, How indicated, 
60 
Liability for contracts, 6S 
Minor’s contractual liability, 6S 
Seal on legal papers, 6 O 
Signing another's name, 7 D 
Statute of Limitations, 8 Ju 
Wills necessary? 7 M 


OFFICE EQUIPMENT, PROC- 
ESSES, AND SUPPLIES 

Bulletin boards, 27 O, 53 F 

Calculators, 22-24, 52 May 

Carbon paper weight and finish, 
OW 

Card indexes, 15 D 

Chairs, 3, 22-24 S 

Copi-Mate typewriter ribbons, 
9S 

Desk calendars, 20-21 N; 41 J 

Dictation machines, 23-25 M, 25 


Electrics, 23 O, 11 N 
Lighting, 12 N 
Memo pads, 20 N 
Posture chairs, 22 S 
Scriptography, 12 M 
Transcribing machines, 23-25 M, 
25 A 
Transograph process, 54, 55 N 
Typewriter ribbons, 49 S 
Typewriters, 50 S; 23 O; 16-17 
J: 566A 
Wiring modernizing, 12 N 
See also Office Shopping Cen- 
ter 


SECRETARIAL PRACTICE 


Acknowledging thanks, 7 D 
Address and salutation for small 
firms bearing the name of the 
individual owner, 7 O 
Address files, 15 D 
Addressing two single women, 
s A 
Addressing widows, 8 M 
Alphabetic or Dewey Decimal 
system for subject files? 10 Ju 
Appointment books, 20 N; 41 J 
Appointments, 25 May 
Attention to person not ad- 
dressee, 8 F 
3reaking in newcomers, 25 N 
Caller’s card to be kept or re- 
turned’ 61 O 
Carbon copy signatures, 7 S 
Career secretary's duties, 25S 
cc in carbon copy notations, 
8 Ju 
Changing the boss's dictation, 
68 


5 
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Checking account 
23 J 
Checks for less than one dollar, 
SA 
Christmas card and gift prob- 
lem, 3,19 O 
Communications, 15 D 
Convention planning, 47 N 
Criticism, How to take it, 28 O 
Cross-reference data, 6 O 
Daily work schedule, 23 Ju 
Dating letters typed after day 
dictated, 8 D 
Dictation routines, 25 A, 23 Ju 
Dinner planning, 19 N 
Duties of a secretary, 25 S, 15 D 
Enclosing several letters to same 
person in one envelope, 6 A 
Enclosure notations, 8 A 
Excuses don't help office rela 
tions, 28 O 
Filing, 12 N: 15 D; 6, 10 F 
8 M; 6A; 45 May; 10, 23 Ju 
“Filing Facts,"’ 10 F 
Filing systems, 8 M, 10 Ju 
Financial and legal setup, 39 D 
Fiscal year date in relation to 
file transfer, 6 A 
Follow-ups, 23 Ju 
Getting along with the boss, 
18 F 
Gifts for the boss, 7 D 
Greeting visitors, 7 A 
Handling a client’s phone calls 
in place of the boss, 8 A 
Husband's and wife's names, 
order in filing, 6 F 
Indexing problem, 11 Ju 
Initialing carbon copies, 7S 
Instructions without commands, 
25 N 
Job techniques, 12 N, 23 Ju 
Letter writing, 7 N; 4, 5 J; 3, 
20 M; 8, 10 A; 6 May; 24 Ju 
Mail procedures, 12 O, 18 D, 25 
May, 23 Ju 
Mailing lists, 23 Ju 
Mailing tips, 12 N 
Meetings, 6 N, 13 Ju 
Memorandum form or 
head’ 4 J 
Misses, not Milles, 8 A 
Ms. in simplified-style letters, 
6A 
Name and title necessary below 
signature’? 6S 
Newspapers as a career aid, 
31 M 
Office relations, 28 O, 13 May, 
23 Ju 
Office routines, 25 May 
Openings and closings of letters, 
88 


procedures, 


letter- 


Overtime, 11 F 
Pending matters, 45 May 
Personal phone calls, 13 O 
Petty cash for sundry supplies, 
8,9 Ju 
Ph.D. in signatures, 8 M 
Quotations and references, 19 S 
Record book for stocks and 
bonds purchases, 7 D 
Releases, 13 J 
Reminders, 45 May 
Reporting meetings, 6 N, 13 Ju 
Resignation, Form for, 8 N 
Retaining office records, 8 Ju 
foutine procedures, 25 May, 
23 Ju 
Salutations, 10 Ju 
Secretarial desk manual, 15 D 
Secretarial practice, 8 58 
Signing letters written for the 
boss, 7M 
Signing or 
copies, 78 
Simplified letter style, 10, 11 Ju 
Stenographer’s manual, 6 N, 
15 D 
Supplies, 25 May, 23 Ju 
Systems, 45 May 
Tax records, 6 Ju 
Telephone techniques, 8 S; 28 F; 
25 May. 23 Ju 
Transcription practices, 8 S 
Transfer of files, Date for, 6 A 
Transportation, 15 D 
Vacation manual for your sub- 
stitute, 25 May 
Visitors, 7 A; 45 May 
See also Typewriters and 
Typing 


SHORTHAND 


initialing carbon 


Anniversary vs. Simplified 
Gregg, 68S 
Awards, see 
Artists 
Awards Day assembly, 39 May 
Brush-ups, 40 May 
Civil Service tests, practice for, 
68S 
Highest speed Gregg has been 
written, 8 D 
Office-style dictation, 29 M 
Pens for reproducing short- 
hand, 7 M 
Shorthand 
29 M 
Speed practice, 6 
Speed tests, 43, 44S, O; 41, 42 N; 
42 F; 41 M; 44 A; 40 May 
Speeds of radio commentators, 
6A 
Tests and drills, see Flash read- 
ings, OGA tests, Transcribing 
Speed Practice 


Order of Gregg 


practice records, 


NM 


Theory tests, 440, 42N, 44 A 
Thinking, position of -ing dot 
in, 9 Ju 
See also OGA and Order of 
Gregg Artists, and Ulrich 


TYPEWRITERS AND TYPING 


Awards, 41, 42 N; 35, 36 J; 42M; 
40 May 
Blind carbon copy 
6N 
Blue ribbon O.K. for legal 
documents” 6 F 
Carbon copies, 78 
Carbon copy notations, 8 Ju 
Closing notations, 7 F 
D. C., Correct spacing of, 8 N 
Doctoral dissertations, 7 A 
Drafting speech, 19 S 
Drill for beginners on electric 
typewriter, 7 May 
Elimineting striking extra let- 
ters in typing on an electric, 
7 May 
Erasing, 6 Ju 
Footnotes, Spacing for, 61 O 
Fractions with whole numbers, 
6 F 
Free-lance typing, 6 O 
Identification notations, 8 F 
In duplicate, 8 F 
Indicating number of 
sent, 8 F 
Letter styles, 8S 
Numbered streets in addresses 
Proper form for, 8 A 
Numbers, spelled out or in 
figures? 6A 
Personal, proper placement on 
an envelope, 10 Ju 
Postscripts, 7 F 
State names in all caps on en- 
velopes? 6 F 
Tables, 11 M 
“Tips to Typists,"’ 12 N 
Two- or three-line address, 8 N 
Typed signature when only first 
name is used’ 8 D 
Typewriters, Features of the 
leading makes, 23 O; 16-17 J 
Typewriters (operational point- 
ers), 8S 
Typewriting tests, 45, 46 S, O; 
43, 44 N; 38, 40 D; 37, 38 J; 
43, 44 F, M; 45, 46 A; 41, 42 
May; 46, 48 Ju 
Typing at home, 6 O 
Typing line for signature not 
present practice, 7 5 
Typing short cuts, 88 
Underlining spaces and punctu- 
ation marks, 8 Ju 
See also Equipment and Sup- 
plies, and Order of Artistic 
Typists 


notations 


copies 


TODAY'S SECRETARY 








NEW! THE SMITH-CORONA SECRETARIAL BRINGS YOU 








Test and discover the new lighter touch and livelier action 
that means more typing speed, greater typing ease! 


More typing freedom, more typing speed on the new Smith-Corona LOOK AT THESE EXCITING SECRETARIAL FEATURES! 
Secretarial Typewriter! New Speed Booster accelerates every stroke Clean, Modern Appearance + Seven Decorator Colors + Rugged 
. or ° ' 

with less typing effort, makes the keyboard come alive — actually Construction + Exclusive Total Tab Clear Lever * Instant-Set 

: P ; Margins « Exclusive Half Space Key «+ Exclusive Page Gage 

gives you greatel typing ease. The new Secretarial available in fabr ind carbon ribbon 

And Smith-Corona’s Accelerator Action also brings you a marked models, in a complete range of type styles and carriage widths 
improvement in typing quality’ Each character prints the same 
clear, Crisp impression gives a uniform, protessional appearance 


to every page of every typing job. THE NEW 


Discover for yourself the light, lively touch, the crisp, clean SMITH CORONA 
_ 
write of Accelerator Action on the new Smith-Corona Secretarial. 
Call your local Smith-Corona representative for a demonstration 


or a ten-day trial in your own office today! SECRETARIAL 





MEET THE WINNERS 


Here are the top eight classes in 
Esterbrook’'s national Gregg-shorthand classes 


———————— ae 


COLLEGIATE—CLASS A School City Teacher 


1st Place: state Teachers Colles Bloomsburg, Pennsylvania Walter S. Rygiel 
2nd Place: North Carolina 9 Durham, North Carolina John V. Turner 
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COLLEGIATE—CLASS B 


1st Place: ilendale C Glendale, Ca } Mrs. Margaret Thompson 
2nd Place: 


Sister Bernardine Sienna, S.C.N. 





HIGH SCHOOL—CLASS A 
1st Place: Bellaire Senior High School Bellaire, Texas Mrs. Margaret T. Bleil 


2nd Place: Wenatchee High Schoo! Wenatchee, Washing Cathleen Babcock 





HIGH SCHOOL—CLASS B 


1st Place: saint Joseph High School Lowell, Massachusetts Sister Saint-Matthieu 


2nd Place: St. Justin High School Pittsburgh, Pennsylvania Sister Myrene 


These eignt shorthand classes have been judged the best in all 
the United States in Esterbrook’s annual Gregg Shorthand Con- 
test for 1957-58. Congratulations to the winning students and 
teachers alike. And congratulations, too, to the many other fine 
classes that entered the contest. 

Another contest will be announced very soon. So if your class 
didn't enter this year, you'll have your chance again. Watch for 
details in this magazine. 

And remember, all year round, in all your shorthand, you'll 
do better, easier-to-read work with a Gregg-approved Esterbrook 
pen (Gregg point No. 1555). The cost is a modest $2.95, yet an 
Esterbrook is a quality, precision pen that can last you a life- 
time. And points are replaceable. If you damage one, a new point 
screws in in seconds. What economy! 


The only Gregg-approved pen 
with replaceable points 








